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Teacher's Manual for a Course in Career
Decision Making for Special Education

This manual includes specific exaﬁples and sources for materials that have
been successfully‘used to teach Special Education students Career Decision
Making and the necessary entry level skilis to enter the world of work.
The course .outline is merely a student checklist to be used as a'guide by
. the student and teacher so that each individual student will be prepared

for gainful employment.

Carson Hall ' .
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ORGANIZATION OF THE COURSE OF STUDY:

The course of study is designed to help the student realize ﬁimseif.and
the direction he wishes his life to take. The processvwili evolve in a unique
and different way for each student. In using this manﬁal-as a guide,»each
student will proceed at his own rate through é systematic énd progressive set
of occupational experiences designed to help him formulaté and know his own
self-concept, potential, and abilities. o

The tone for the course should be set in the early class meetings. A
discussion of short and long-term goals.is suggested. The teacher ‘should try
to emphasize his role as guide in‘the studeﬁt's personal exploration and stress
that while some class periodé will be devoted to specified group activitiés,
most will be used for the studént's independent research and study. Student
interaction is expected; with the discussion of'ideals, goals, etc. (within
an anxiety-reducing atmosphere of support and mutﬁal confidence).-vContinued
student feedback regarding the effectiveness of the activities, materials,
and speakers should also be encouraged during these sessions. Ideally, the

student and teacher will learn from one another, continually working toward an

Examples of materials in this maﬁual must be acquired Ly the teacher in
enough quantity for all of his students. Some materials will have to be re-
produced by the teacher; othe1s will have to be purchased with the remainder

being acquired through the DlStrlct I.M.C. The source will be noted on each of

the materials. During the first few class meetings the teacher should”emphasigg.:

the student's responsibility for his own learning.

(1)
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He should provide each student with a folder and a check list in order for
boﬁh»student and. teacher to follow the student's progress and activities. All
folders should be kept in a file within the classroom. The course work should
not be graded. However, it is suggested that a progress report meeting be held
for each student once a week. This will allow teachers to keep abreast of student
progress and keep students ftom~falling behind. Generélly, grades should be
deemphasized, and it is sugggsted that students grade themselves as part of the
evaluation.

An outline.of a typical week's activities might help in explanﬁtipn.
During the fourth week, for example, on Mohday all students might start the
SAAS. It will take one class period to give the necessary-instructioﬁs and'
anbther to complete the SAAS. ﬁuringjthe_second or third class meetings SAAS
can be worked on ih groups to be completed or the students hay'watch a career
film, work on a career game, or have his completed GATB interpreted by his

 teacher or counselor. He must have the SAAS“ésmpleted by the end of the week
because it will be discussed in a sﬁall’group with the teacher the following
Qeek,'but he may complete it:any time during the fourth week.  Since he knows

" that on Thursday and Friday two seminar speakers with whom he wants to talk

Ané;éngéﬂ;aﬁled, hé'wilifﬁant to Eomplete the'SAAS%éﬁ;i§T”
The advantage of having the students involved in a number of different
class activities at the same time is the opportunity this gives the teacher and
counselors to engage in meaningful small group and individual counseling and :
discussion sessions. Obviously, coordinating the variety of expériences offered
requirés a considerable amount of organization_on'the'teachér's part; he must
. be able to solicit the help of many people and to anti;ipate and resolve con-

flicts and problems.

(2)
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In integfating the cafeép seminars of films or field trips into the course,
it is best to try to limit these activities to the same one or two days of the
week if possible. This allbws the teacher some speciﬁc days when he can ex-

. pect ;ile entire class to be available for activities which are bést handied.
.‘ in é large group, such as the GATB. A éonsist‘éént schedule also allows students
: to use their time more effectively. |
| Aftef about two weeks the students will become used to the unstructured
and individuali;ed nature of the class and bec.omé better able to make decisions
about efficient use of their tirﬁe; this decision-making responsibility provides

an important learning experience. )

)



 ORGANIZATION OF THE

' During the summer of -1972 and 1973 the Fullerton Union High School
'District~offered a.career c¢lass for-special education students through-
l.out,the District The'olass was. held in'the mornihgrfor four hours a

day and was built anound all the: materlals 11sted’on "Check L1st One"'

;and mncluded 1n th1s manual. Thomflrst summer course was nade posslhle

through,a.v E.A. gnant and that course was responslble for. the oumpu- _i f;"t
flatlon of'these matanaals and- the prlmary development of thls,manual..fb.*h
Some examples of the. lesson plans used durlng the summer Careenf;f
classes fdrusp@c1al educatlon students are’ llsted on the follow1ng
pages.. . | |
- The remémndériofﬁthis'ménuéi“ié‘a'c511éé£icﬁ“éf§égﬁfééS,
'terlals whlcn are used by the Fullerton Unlon ngh School Dlstrlct t°” 

prepare studenhs for the world of work. Wherever poss1ble7 we have

included examples of these materlals,. However9 1n many oasesxthere 1s g =

'but a br1e; descrlptlon and a source. for orderlng the materlals. f"
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| Gheck:list Ome

Th1s checkl1st was developed as a gu1de to both student and teacher '

) to make sure that students are prepared for a work exper1ence ass1gnment,"

o anch student should have h1s own folder w1th the checklist stapled to

the front covere All of the student's assessment results should be kept ,U Af Ll

1n the folder and h1s progress oharted on the checkllst as he moves .

through the course and towards readiness for a‘work*exper1ence asslgnment,‘ﬂ“




Name

Spezial Education Work Experience

CHECK LIST ONE

Tc Be Completed Betore Students Will Be Referred io Work Experience
Counselor for Placement On a Job o

I. Aptitude Profiis
A, GATB ~ (FAB) = NATB
B. Psych Profile
C, School Performaucs
D, SAAS

E. New and Currddalt Production

1. Singédr Gratléx Evdlugtion Center
2. NATB

ITI. Interest Profile
A. Brainard
B. Job0
Cc. C.0.P.S.
'D. Pizture In*entory
E. SAAS

F. Compuiearn; Myer Briggs Typs Indicator, 0.V.I.S.

ITI. Oc:zupational Cluster

A, Using Apvitud:s azd Interest protiles. hiave siadrabs chdoss
one or two clusters they wouid iike 'o work ila.

B. Through tsashwr wounseliog, aarrow students' cnoluses 72
some spevitic jou arsas to sxplore.

IV. Explore Clustsr

A, Community Resourwes

1. Fisld Trip
2. Guest Speakers

(&)




Check List One
Page 2

B, Films

1, Doubleday Series _ .
2, Counselor Films, New York
3, Sterling Series

C. PFilmstrips

D. VIEW-VIEW DECK

‘E. Exploratory Work

1. On campus
2. Off campus

F. Color Slides

G. Government Publiications

i. D,O0.T. Manual
2. Occupatiornal Outlook Handbook
3. State Occupational Guides

H. Commercial Publications

Job Interview Skills

A. Personal Data Sheet & Cari

B. Completed LAP for Job Application

C. Mock Interview (Videotape)

D. Mock Telephone Inguiry

Specific Classroom Training for Job Chosen From Clusters

A.  Videotapes, audio tapzs, slides
1. Occupations

a. Bus toy

b. Cashier -

¢, Central Services Technician
d. Cook A

e. Counter Girl

f. Dining Room Hostess

g. Kitchen Helper

h. Layout Man (Marble Molds)
i. Maid = Hotel

j. Mald -~ Motel

k. Mechanics Helper (Automotive)
1. Nurse’s Aide

(9)




Che -~ List One

Puge 3
m. Sales Clerk
n., Serging Machine Operator (Draperies)
0. Servive Station Attendent
p. Waitress .
q. Warshouseman's Assistant
ro Library Clerk —
2. General Skills
a. Change Making :
b, Adding Columns of Numbers
2. Basic Math
d. How to Usw a Measuring Tape
B. Moukup
Co  On=thejob Training - .
D. D.V.R.
E. Industrial Arts - Vocational ;
f =
F. Trads School -
.
T .

(10)




GENERAL APTITUDE TEST BATTERY (GATB)

For use in vocational guidance: wusually giveh to juniors in high school,
but ; appl;lcable to most secondary education Stl.. lents, including adu_lts, who
wish to know more about their vocational aptitudes. | |

| The GA’I'B is obtamabLe through the State Employment Serv1ces and it
can be-administered by personnel fralned by the State Emploryment Services,
:.’l:’h_ere are nine areas of testing: Intelllgence, Verbal Aptitude, Mumerical
Aptitude,:Spatial Aptitude, Form Perception, Clerical. Perception, Mlotor.
‘€ogrdination,. Finger Dexterity, and Manual Dexterity. Schopl;.personnel can
be trained to score anhd interpfet the results. | R
The téacher/counselor may wish to use the GATB scores ‘iln‘,counselin'g :
- students fgr future vocational and educational plans. "

On the. f'oiIowing page is an e«ample of a student profile with the
students 0.A.P.'s noted. On the next page is an-example 0.A.P, Explanatlon
Sheet., On the followmg page is an example Interpretatlon Pamphlet explammg
-:all mfotmatlon contamed on profile and 0.A.P. shee’cs°

U.S. Department of Labor,
. Manpower Administration
‘Bureau of Employment. Securlty
Washmgton, D C.

- Local -Source: Human Resources and Development Department ‘

@) -




Y - Mary  bee | pe 10-2-73
Name. §QTN'Q§!}‘ mln' Nxd) {Middle Initial) ‘ ote 0AP*|0AP*| 0AP* S_*
COMMENTS: . . o . : R —— — _
ALt
L ) e s e e e e tebi e mem e e e e et e = e b i 0 15 .1 30
GATB INDIVIDUAL APTITUDE PROFILE Y e '
2 HE -
Adult ] Form A 7] Form B [] 3 '8 33 1
‘ 4 19 34! -
Part R_ow Score G v N S 4 Q K F M s 1 20 5
: 3| e | B ] 6 % |
2 3| [6o ] 7 n|
s ow_lge | ] | 87 ] ) @ 40
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_ asem s 6 6 8 9 _° 7 12 n Circle number for Grade H. |
itude Scora ’ : C ber f G d L.
Apt+0 c‘! s:’c“ y; 92‘ 77 89 7, 9, 79 (’3 79 ross out number tor, Grade

Student Name Smith Mary bee ___ Address_{80Q Uickona

city Fullerfon - Phone Q3 - GO &L
‘Age _Jlp  Birch Date _A=\3-=57

Drivers License NO auto NO

School FUHS Program E&H

Make Change Yes Reading__ Basic Math
Typing Mo  Verbal Skills

G.E.D.

>

Working Condition Restrictions

Physical Problems

Interest

- Temperament

()



OCCUPATIONAL AFPEPUDE PACTERNS

OAP-21

GATB NORMS

APTITUDES

" CUTTING SCORES

Adult Grade 10 Grade #

G (Intelligence) - _-.oooooeo_ &% 81 T
K (Motor Coordination) ...... 70 ™ 59
M (Munual Dexterity) -...... % (01 . ]
s# APTITUDE SCORES
G|V NI S| P|lQ] K T |
85 70 {\)
WTG p. 322 MANIPULATING
*706.884% Coli Assemnbler (elec. eijuip.) 102 85 7
*§27.834 Alr-Conditioning-Unit Instalier (refrigerat. equip.) 102 85 63
827.884 Electrical-Appliance-8et-Up Man (acy ind.)
|
’ !
i B )
L
WTQ p. 430 SET UP AND/OR ALL-ROUND MACHINE OPERATING é l
' " les | 8 10; 65

*542.280 Stillman (petrol. refin.)

WTG p. 511 ANIMAL CARE

158.8'{4 Exerciser, Horse (amuse. & rec.)
350.874 Animal Caretaker (agric.; medical ser.).

356.874 General Helper, Laboratory (drug prep. & rel. prod.)

358.874 Stableman (any ind.)
308.887 Pet Shop Attendant (ret. tr.)
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INTRODUCTION

This third edition of the DICTIONARY OF OCCUPATIONAL TITLES is being issued in & period of

growing national concern for optitaum (le"elopment‘ and use of human resonrces. A prerequisite to the develop-

~ ment and utilization of manpower resources is knowledge of existing occupations, the titles which identify themn,

‘What taske they involve, and whut characteristics and skills & worker needs to fit a job well. This revised, two-

voldme Dictionary prevides a current inventory of jobs in thd American economy and gives an extensive analysis
sd description of what each involves and what traits are needed by the workers.

The third edition differs significently from the second edition published in 1949. For the first time since
the 1930’s, the job description content has been completely verified. The two classification structures of the
Previous edition have been replaced with a single structure which provides more pertinent information regarding
occupational groupings and worker traits and skills. The compilation of this third edition is based on experience

- guined over nore than a quarter of a century in gathering mformatmn and developing and perfect,mg techniques
for conducting occupationsl researeh end analysis.

‘The development of the DICTIONARY OF OCCUPATIONAL TITLES began with the passage of the
Wagner-Peyser Act in 1933 -which created a need for a reliable source of occupational information for personnel
of the newly formed U.S. Employment Service and affiliated State employment services. To. provide a
comprehensive cross section of information about occupations as they actually existed, job fnalysis techniques
were developed, and a number of oceupational research centers were established in various sections of the country.

Between 1934 and 1939, 54,000 analyses of jobs were prepered in thousands of -establishments, providing the
first extensive compilation of occupational information on the American economy. They form the basic data from -
which subsequent technological change and its effect on jobs can be identified and measured. They provided
source material for the preparation of a variety of publications, and mnade possible the publication of 8 volume of
brief descriptions of all jobs for whick information was svailable—a dictionary of occupations.

Orginaf Edition

The publication in 1939 of the DICTIONARY OF GCCUDATIONAL TITLES provided a useful -tool for
the understanding of job content and job relationships and for all future work in occupational research. This
first edition defined 17,452 separate occupsations known by 12,292 additional titles, making & total of 29,744 titles

ed. After the release of the first edition of the Dictionary, need for additional occupational information
resulled in the preparat,lon and release of several supplements. The first, published in 1942, contained 3,064
new definitions. Two years later a second supplement added 1,137 definitions. A third supplement, which
sppeared in 1945, added 1,906 definitions, meking e total of 6,107 addluonnl job deﬁmtmns released between the
publication of the first and second cditions of the Dictionary.

~'The information gathered for publication in the Dictionary served as the bams fora revlew of the occupational

dmnﬁcn.t.lon and code system of the U.S. Employment Service. This review resulted in & new occupational classi- ~* -

fieation structure.  As this structure reflected occupational relationships based on work performed and job centent,
it was useful in classifying empioyerq job orders and apphcants seekmg employment who had a history of work .
experience. It lacked provision of a mesns of classifying the increasing number of applicants entering the labor.
- force without experience, or with experience in jobs which they could no longer perform. To satisfy this need,
the Entry Occupational Classification Structure, presented as Part IV of the DICTIONARY OF OCCUPA-
TIONAL TITLES, was published in preliminary form in 1941, and in revised form in 1944. 1t was designed for
- "ein classifying entry applicants on the basis of factors other than fully qualifying work experience.

: Second Edition

The continuing accumulation of occupational informatinrn periodically requires publication of a new edition
ot-the Dictionary. In 1949, the Dictionary was combined with its supplements, and basic changes were made
in the presentation of occupational dats to simplify locating definitions and codes. Occupational coverage was
expended in ol industrial areas, and notably in plastics, paper and pulp, and electronics. The 1949 Edition de-
fined 22,028 separate occupations which werée known by sn additional 17, 995 htles, making & total of 40,023
litles defined.

During the early 1950’s, several interim releases to the Dictionary were publlshed covering such dlverse
segments of work as agriculture and the manufacture of clocks and watches. In 1955, definitions contained in
theee interim releases were combined with additionel new and revised data and were published as a supplement
X1Ir -
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APPENDIX A

Explanation of Relationships Within Data, People, Things Hierarchies

Much of the information in this edition of the Dietionary is based on the premise that every job requires a
worker to function in relution to Data, People, and Things, in varying degrees.  Thosoe relationships are identified
and explained below.  They appear in the form of three hierurchies nrranged in ench instance from the relatively
simple to the complex in such a manner that cach successive relationship includes those that are simpler and
excludes the more complex.! The identiflications attauched to these relationships are referred to as worker
functions, and provide standard terminology for use in swinmarizing exnctly what & worker does on the job by
means of one or more meaningful verbs.

A job's relationship to Data, People, and Things can be expressed in terms of the highest appropriate function
in each hierarchy to which the worker has an occupationally significant relationship, and these functions taken
together indicate the total level of complexity at which he must perform. The last three digits of the occupational
code numbers in the Dictionary reflect significant relationships to Data, People, and Things, respectively.? These
last three digits express a job’s relationship to Data, People, and Thmgs by identifying the highest appropriate
function in each hierarchy to which: the job requlres the worker to have a significant relatlonslup, as reflected
by the following table:

DATA (4th digit) PEOPLE. (5th digit) THINGS (6th digit)
0 Synthesizing 0 Meutoring 0 Setting-Up
1 Coordinating , 1 Negotiating 1 Precision Working
2 Anslyzing - 2 Instructing 2 Operating-Controlling
3 - Compiling 3 Supervising 3 Driving-Operating
4 Computing 4 Diverting 4 Manipulating
5 Copying 5 Persuading 5 Tending
6 Comparing 6 Speaking-Signaling 6 Feeding-Offbearing
7 No significant relationshi 7 Serving " 7 Handling
8] 0 signiicant relallonship 8 " No significant relationship 8 No significant relationship

DATA: Infmmutlon knowledge, and conceptions, related to data, people, or things, obtained by observation,.
investigation, interpretation, visualization, mental creation; incapable of being touched; written data take the
form of numbers, words, symbols; other data are ideas, concepts, oral verbalization.

0 Synthesizing: Integrating anulyses of data to discover facts and/or develop knowledge eoncepts or
interpretations. . ,

1 Coordinating: Determining time, place, and sequence of operations or action to be taken on the basis of analysis
of data; executing detprmmatlons and/or reporting on events. :

2 Analyzing: Examining and evaluating data. Presentmg s,lternatlve actions in relatlon to the evaluation is
frequently involved. - : .

3 -Compiling: Gathering, collating, or classifying information about data, people, or thmgs Reportmg and/orv '
carrying out a prescribed action in relation to the information is frequently involved.

4 Computmg Performing arithmetic operations and reporting on s,nd/or carrying out a prescribed actlon in re-
latxon to them. Does not include counting.

5 Copymg Transcribing, entering, or posting data.

6 Comparing: Judging the readily observable functional, structural, or composltxonal charlctenstws (whether
similar to or divergent from obvious standards) of data, people, or things.

" PEOPLE: Human beings; also animals dealt with 6n an individual basis as if they were human.
0 Mentoring: Dealing with individuals in terms of their total personality in order to advise, oounsel and/or

guide them with regard to problems that mey be resolved by legal, scientifie, clinical, spiritual, snd/or ot,her
professional principles. .

) 1 Asench of the relutionships to People represents a wide range of complexity, resulting in considerablo overlap among oecumtions, thetr nmnaemmt is snmmdlt arbl-
trary and can he considered a hierarchy only in the most genersl sense.

3 Only those relattonships which are occupationally significant in terms of the requirements of the job are reflected in the code numbers, Tfnlnddenhl rﬁlhtllllm :

‘which every worker has to Data, People, and Things, but which do not serfously affect suocosslul performanoe of the essential dutics of the job, aro nat nh“
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Negotlnhng Exchanging ideas, mformat,lon and opinions with others to-formulate policies and progmms

. and/or arrive jointly at decisions, conclusions, or solutions.

Instructing: Teaching subject matter to others, or training others (including animais) through exlilanutionj
demonstration, and supervised practice; or making recommendations on the basis of technical disciplines. .

Supervising: Determining or interpreting work procedures for a group of workers, assigning specific dutles to
them, maintaining harmonious relations ainong them and protnoting eﬂ'nclency

Dlverung Amnusing others.
Persuading: Influencing others in favor of a product, service, or point of view.

Speaking-Signaling: Talking with and/or signaling people to convey or exchange mformnt,lon Includes giviy
assignments and/or directions to helpers or assistants. .

Serving: Attending to the nceds or requests of people or animals or the expressed or implicit wishes of peoplei
Immeédiate response is involved.

THINGS: Inanimate objects ag distinguished fromm human beings; substances or materials; machines, m
equipmient; products. A thing is tangible and has shape, form, and other physical characteristics. -

0

Setting Up: Adjusting machines or equipnient by replacing or altering tools, jlgs, fixtures, and ‘attachmenls;
to prepare then: to perform their functions, change their perforinance, or restore their proper functlonlnglf‘
they break down. Workers who set up one or a number of machines for other workers or who set up apd’
personally operate a variety of machines are included here. :

Precision Workmg Using body members and/or tools or work aids to work, move, guide, or place ob)ecti
or materials in situations where ultimate responsibility for the attaininent of standards occurs and selection ol
appropriate tools, objects, or materials, and the adjustinent of thé tool to the task require €xercise. of coi\'
siderable Judgment, :

Operatm;,-Controllmg Starting, stopping, controlling, and adjusting the progress of machines or eqmpméhi
designed to fabricate and/or process objects or mat,ermls - Operating machines involves setting up the machine’
and adjusting the machine or material as the work progresses. Controlling equipment involves observing -

gages, dials, etc., and turning valves and other devices to control such factors as temperature, pressure, ﬂo". -

of liquids, speed of pumps, and reactions of materials. Setup involves several. vnrmbles and ad;ustment i
more frequent than in tending.

Driving-Operating: Starting, stopping, and cont,rollmg the actions of machines or eqmpment, for \vhlch ¥,

course must be steered, or which must be guided, in order to fabricate, process, and/of iiiove things-or. people!
Involves such activities as observing gages and dials; estimating distances and determining speed and dltect,mﬁ’
of other objects; turning cranks and wheels; pubhmg clutches or brakes; and pushing or pulling gear lifts-of.
levers. Includes such machines as cranes, conveyor systems, tractors, furnace charging machines, pavm_g

machines aird hoisting machines. Excludes inanually powered machines, such as handtrucks and dolhu..“:

and power assisted machines, such a8 ‘electric wheelbarrows and handtrucks.

Manipulating: Using body members, tools, or special devices to work, move, guide, or place ob)ects or ms
terials. Involves some latitude for judgment with regard to precision attained and selecting approprmte tool,
object, or material, although this is readily manifest. :

Tending: Storting, stopping, and observing the functioning of mnchmcs and equipment. Involves adjusting
materials or contro]s of the machine, such as changing guxdes, nd]ustmg tiners and temperature gages, turning
valves to allow flow of materials, and flipping switches i in response to lights. Little ]udgment, is mvolved in -
making these adjustments.

Feeding-Offbearing: Inserting, throwing. dumping, or plncmg materials in or removing them from ma.chm&

. or equipment which are automatic or tended or operated by other workers.

Handling: Using body members, handtools, and/or special devices to work, move, or carry objects or materlals

Invelves little or no latitude for _mdgment with regard to attainment of standards or in selectmg appropriste:

tool, object, or material. -

NOTE: Included in the concept of Feeding-Offbearing, Tending, Operating- -Controlling, and Setting Up, is thi

gituation in which the worker is actunily part of the setup of the machine, either as the holder and guider
of the material or holder end guider of the wol

U‘»)'



APPENDIX B
Explanation of Worker Trait Components

Those abilities, personal traits, and individual chare.cteristics required of a worker in order to achieve avefage
fecessful job perforinance are referred to s worker traits. Occupational information presented in volumes I
11 is based in part on analysis of required worker traits in terms of the six distinct worker trait components
ribed in this eppendix. These six components have been selected for this purpose because they provide the
adest and yet most comprohensive framework for the effective presentation of worker trait information.
ithin this framework the user will find data concerning the requirements of jobs for: (1) The amount of general:
ucational development and specific vocational preparation a worker must have, (2) the specific capacities and
sbilities required of hitn in order to learn or perform certain tasks or duties, (3) preferences for certain types of
{:rk activities or experiences considered necessary for job success, (4) types of occupational situations to which
individual must adjust, (5) physmal activities required in work situations, and (6) phyncsl snrroundmgs
revelent in jobs.

. Information reflecting significant worker trait requirements is contained, expliciily or by implication, in the
ob definitions in volume I. In the Worker Traits Arrangement in volume II the qualifications profile for each
worker trait group shows the range of required traits and/or levels of traits for the first five of these :omponents.

Numbers or letters are used to identify each specific trait and lavei. In this a.ppendlx, these identifying numbers

nd letters appear in italics.
nThe worker trait components are:
1. Training time (general educational development speclﬁc vocational preparation)
II. Aptitudes
II1. Interests
»  IV. Temperaments
V. Physical demands
VI. Working corditions ?

l Training Time
~ The nmount of general educational development and specific vocational preparation requlred for s worker-
to acquire the knowledge and sbilities necessary for average performance in a particutar job. .

General Educational Dev elopmcnt, This embraces those aspects of education (formal and mformal) whtch_
contribute to the worket’s (a) reasoning development and ability to follow instructions, .and (b) scquisition of
“tool” knowledges, such as language and mathematical skills. It is education of a general nature which does not.
. Jhave & recognized, fairly specific, occupational objective. Ordinsrily such educatxon Is obtamed m elementary

ischeol high school or college It a.lso derives from experience and mdnvxdua.l study e
]

! e ———— .
i * 1 Working conditions wero recorded as pnn of eueh job anulysis, and are mﬂecud, when appropriate, in Job deﬂnmons ln vr' ‘me l Bowewr. beunsa tluy d!d not
reonuibuw to the homogenelty of worker trait groups, they do not appear as a component in the Worker Traite Arrangement. - R
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The following s a table explaining the various levels of general educational development.

GENERAL EDUCATIONAL DEVELOPMENT

Level Retsonlng Dovelopmont Mathomatical Development Languspe Devolopment
6 Apﬂlglk principles ?{f logieal for ac;;en::ﬁc: )
ing to a wide range of intellectua : :
and practical probloems. i)eal with non- COL" {Lctg’ﬁs’o?‘ xt"lrt:él e:;lgre.zs&o? ‘:lfrt:cllgel(to
verbal symbolism (formulss, scientific | Apply knowledge of advanced such publications as nex\lb aADers ma‘:
equations, graphs, musicat notes, "cte.) mathematical and statistieal zmesr:\ d technical o qc:er?hg?: 6Uml§ls
in its mosl difficult phases, Deal with teehniques such as differen- Pre &nf‘ nd draw u rd ds leﬁsjes wills
a variety of nbstract and concrete vari- tinl and integral caleulus, mor*:, . é‘s ond conymégs » 1685€S, Wl
ables. Apprehend the most abstruse, factor analysis, and probabii- —Pre fmg n'nd deliver lectures on poli
classes of coneepts. ity determination, or work p po
) with a wide variety of theo- tics, economics, eclucation, or science,
s Apglv _prlnciples of logical or scientifio retical mathematical con- I"gmr;“;‘:'mfgg:f’:l chg;tsﬂg; 'S(;hs::’h
inking to define problems, ecollect cepts and make original gf :?uch matters. as \\clfﬂre el .bfm“
data, cstablish facts, and draw valid applications of mathematical vocatfonal” rehabilitation, mcntﬁ\l h'
conclusions. Intcrprct an extensive proccdures, as in empirical eine, or marital relations. ¥
varietv of technical instructions, in and differential equations. %3 '

. : . valuate cngineering technical data o
books, manuals, and mathematical or dia- ) design puildings and bridges.
grammatic form. Deal with scveral g g 8
abecract and cuncrete variables, )

4 | Apply principles of rational svst.emsl to Perform ordinary arithmetie, Com reheiision and cxpression of a leveHo

. solve practical problems and deal with algebreic, and geometric pro- ranscribe - dictation, make appoint.
n variety of concrete variables in situa- cedures in standard, practical ments for executive and-handle his per-
tions where pniv limited standard- applications. gon&l mail, interview and screen peopls
ieation exists, Interpret n- variety of wishing to speak to him, and writo rou.
instructions furnished in writteu, oral, tine correspondence on own initiative, -
dmgnmmllk: or schedule form. —Interview job applicants to determine

work best suited for their- abilities .
and experience, and contact emplovery
to intercst them in sorvices of agency.
—Interpret technical manuals as well ag
drawings and . specifications, such as
layouts, blueprints, nnd schematics,

s Apply common sense understanding to carry | Make arithmetjo caleulations Comprehenslon and expressxon of A level to.
out ' ihstruetions furnished in written, involving fractions, decimals —Tile, post, and mail such material ag
. oral, or disgrammatic form. Deal with and percentages. forms, -checks, receipts, and bills, .
problems involving severzl concrete vari- —Copv data from one record to another,
ables in or from standardized situations, fill in rep(‘)lrt1 fofrms, and tv;ée all.work .

from rough draft or corrected copy.

2 | Apply common sense understanding to carry | Use arithmetic to add, subtract, —Interview members of househoild to ob.

- out detailed but uninvolved written or muitiply, and divide whole tain such informatiou as age, Dooupa:.
oral instructiens. Deal with problems numbers. ’ tion, and. number of children, to by . .
fhwohlr’it’m; a rfgn;.&oncretn variabies In or u:egi as data for surveys, or economlo
rom andn 1 lmzutwns. studies,

-—QGuide people on ‘tours through hu.
i torical or public. buildings, describ-
ing such features as size, value, and

e o , points of intereat. _

1 1 Apply tommon scnse undersianding Yo carty Perform ssmp]e ndtﬂhon and Com rehension and’ expresanon ol‘ a8 level to

owt. simple one- or ¢ ro-atep instrustions. subtiaction, reading and arni“job duties from oral instructions

" Deal with standuedized situstions with eopving of ﬁgures, or count- or demonstration. .

oceasional or no variables in or from ingna cording. —Write idcntifving information, such .

these situstions encountered on the job. name and address of customer, weight,
n]umber, or type of product, on tags, or
slips

—Request orally, orin writing, such suppuu

as liren, soap, or work materials. :

‘Specific Vocational Preparation: The amount of time required to learn the techniques, acquire information,

and develop the frcility needed for average performance in a specific job-worker situation.
acqnired in a school, work, military, instutitionsl, or avocational environment.

This training may be

training required of sven cvery fully qualified worker to become accustoined to the special conditions of any new
)ob Specific vocational training includes training given in any of the following circumstances:

a. Yocational edueation (such as hxgh school commercial or shop training, technical school, art school, and

that part of eollege training which is organized around a specific vocational objective); -

b. Apprentice training (for apprenticeable jobs only);
¢. In-plant training (given by an employer in the form of organized classroom study)

d. Olt-tho-)ob training (ser’nng as learner or trainee on the job under the instruction of a qualified worker),
© “ssential experience in other jobs (serving in less responsible jobs which leed to the lngher grade job or

ERIC rviag in ot joe which gusily).
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ll;: "Esamples of *'principles of rational systems” are: Bookkeeping, Internal combustlon engines, electric wirlng systems, house building, nursing, farm manegement, shiy .-

It does not include orientntion'
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The fullowing is an explanation of the various levels of specific vocational preparation.

Level Time . Level Time
{ Short demonstiution only. ] Over 6 months up to and including 1 yonr.
2 Anything beyond short demonstration np ¢ Over 1 yoar up to and including 2 yenrs.
and uu‘ludmg 30 days. 7 Over 2 years up to and including 4 years,
3 Ovoer 30 days vtp to and including 3 monthq 8 Qver 4 years up to and including 10 yoar;
4 Over 3 months up to and including 6 months, 9 Over 10 yesrs, :
I. APTITUDES y | | "
Specific capacities and abilities required of an individual in ordar to learn or perform adequabely 8 ta.sk or
job duty.

¢ INTELLIGENCE: Genoaral learning ability. "The ability to “catch on” or understand instructions snd
undorlying principlos.  Ability to renson and make judgments. Closely related to doing well in s:hiool,

V' VERBAL: Ability to understand meunnings of words and ideus associnted with them, and to use them

' |~|Tmlwoly To comprohend langunge, to understund relationships between words, nnd 10 undnrsulnd
monnings of whole sentences and paragraphs.  To present informuiion or iders clearly.

N NUMERICAL: Ability to perform arithinetic operations quickly and accurately. '

& SPATIAL: Ability to comprehend forms in space and understand relationships of plane and sclid

* ubjects. May be used in such tasksas blueprint reading and in solving geometry problems. quuonﬂy
deseribed ns the ability to “visualize” objects of two or three dimensions, or to think visually of geomotnc
furma.

P TFORM PERCEPTION: Ablllty to perceive pertinent detail in objects or in p:ctorml or graphic matorial;
To make visusl comparisons and diseriminntions and see slight dlﬂ'eren(‘eq in shapes and z-nhu.dmgn of -
figures and widths and lengths of lines.

@ CLERICAL PERCEPTION: Ability to perceive pert.ment detail in verbal or tabular inaterial, 'l‘u L
obsorve differences in copy, to proofread words and numbers, and to avoxd perceptual errors in arithmetic =~
computation. Lo

K MOTOR COORDINATION: Ability to coordinate eyes and hands or fingers ra.pldly and accura.tely in
mnking precise movements with speed. Ability to make & movement response accurately and quickly.

F FINGER DEXTERITY: Ability to move the fingers and manipulate small objects with the ﬁngem
rapidly or accurately.

A MANAUL DEXTERITY: Ability to move the hards easily and skllll'ully To work with tho lmndu in

placing and turning motions. -
EYE-HAND-FOOT COORDINATION: Ability to mova the hnnd and root. courdinutely with nuoh
other in accordance with visual stimuli, (
COLOR DISCRIMINATION: Abjlity to perceive or recognize mmthtles or differencos in colorl, orin -
shindes or other values of the same color; to identify a perticular color, or to recognlze lxarmomous or con- e
trnsting color combinations, or to match colors accurately. . 4
mttmn of Lovels ‘ ' e
“The digity indicate how much of each apmude the job requires for satisfactory (avemge) perfarma.nce 'l‘ha'
sverage requirements, rather than maxinum or minimum, are cited. The amount reqmred in expreqned i terms
" of equivalent nmounts possessed by segments of the general workmg popula.hon ' :

The followiug scale is used:
1 The top 10 percent oi the population.  This aegment of the populal ion posseqqes an nvtrmmaly hlgh dagroo
of the aptitude.
2 The highest third exclusive of the top 10 percent ‘of the populstxon This segmmt of t.he pnpulation pon-
sessos an above average or high degree of the aptitude.
3 'The middle third of the population. This segment of the. populahon po-asosqas Y modmm degreo of the
: aptitude, ranging from slizhtly below to slightly above average.
. 4. 'The lowest third exclusive of the bottom 10 percent of the populat:on "This segmant ol t.he populauon
. possesses a below average or low degree of the aptitude. M
5 The lowest 10 percent of the population. This segment of the populstnon ponsessu n neghglblo deg}e« ol
the aptitude. o v e
Significant Aptitudes . oo
Certain sptivndes appea: in boldfsce type cu the quakijcations proﬁks foc the wnrker \rait gronps. Thm
sitindes ATe tonHANrad to be anezpationsly Srrideazt for te specle grocpi e, owenttal for ;w-a:-dal
job performance. All boldface aptitudes are not necessarily rrqnn-ed of a worker ior au:h md‘mt‘.n! ;ob -mhs .
worker trait group, but some combmnuon of them is essantxll in evu'y Case, :

o S - Q9)
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1. INTERESTS )

I'reforences for cortain types of work nctivities or experiences, with accompanying rojection of contrary
types of netivities or oxperiences.  Five pairs of interest factors are provided so that u positive preference for wne
factor of a pair also implies rejection of the other factor of that pair.

/ Situations involving n preference for actitvities vs, 6 Situnations invelving a preference for activitics

dealing with things and objects. concerned with people aud the conununication
: ' of ideas. '

2 Situations involving a preference for activities vs. 7 Situations involving a preference for activities

~ involving busiuess contact with people. '\ of a scientific and techuical nature.

$  Situations involving v proeference for activities ‘ve. 8 Situations involving a proferenco for aetivities
of a routing, conerete, organized nature. of an abstract and creative nature.

4 Situations involving a preference for ‘working vs. 9 Situations involving a preferencé-for activities
for neople for their presumed good, as in the that are nonsocial in nature, and are curried
sovial welfare sense, or for dealing with people on in relation to processes, machines, nud

. nnd language in soeinl situations. techniques.

6 Situations involving n preference for activities V8. 0 Situations involvit : a preference for activities

resulling in prestige or the esteem of others. resulting in tangible, productive satisfaction.

IV. TEMPER/AMENTS

Different types of occupational situations to which workers must adjust.
! Situations involving n variety of duties often characterized by frequent change.
2 Situations involving ropetitive or short cycle operations curried out according to set proceduras or se-
fuences. ' o : _
3 Situations involving doing things only  under specific instruction, allowing little or no room for inde-
pendent action or judgment in working out job problems. ' .
Situations involving the direction, contrsl, and planning of an entire activity or the activities of othirs.
Situations involving the necessity of dealing with people in actual job duties beyond giving and receiving
inatructions. _ ' .
6 Situations involving working alove and apart in physical isolation. from others, although the activity
may be integrated with that of others. .
7 Situations involving influencing people in their opinions, attitudes, or judgments about ideas or things.
& Situations involving perforniing adequately under stress when confronted with the critical or unexpocted - -
or when taking risks. : . '
9 Situations involving the evaluation (arriving at generalizatinns, judzinonts, or decisions) of information
against sensoty or judgmental criteria. R
() Situations involving the evaluation (arriving at generalizations, judgments, or decisions) of information
against mensurable or verifiable criteria. :
X Situations involving the interpretation of feelings, ideas, or facts in terms of personal viewpoint,
¥ Situations involving the precise attainment of set limits, tolerances, or standards.

V. PHYSICAL DEMANDS
T Phynical demands are those physical activities required of a worker in'a job.
The physical demands referred to in this Dictionary serve as a neans of expressing both the physical re-
qnirements of the job and the physical capacities (specific physical traits) a worker must have to meet the re
quirements. For example, “seeing”’ is the name of a physical demand required by .inany jobs (perceiving by
the sense of vision), and also the name of a specific capacity possessed by many people (having the power of
~sight). The worker must possess physical capacities at least in an amount equal to the physical demands made .
by the job. .
- The Factors : : .
! Lifting, Carrying, Puehing, and/or Pulling (Strength). These are the primary “gtrength” physical require
monts, and generally speaking, a person who engages in one of these activities can engage in all. :
Specifically, each of these activities can be described as: :
(1) Lifting: Ruising or lowering an object from one level to another (includes upward pulling).
(2) Carrying: Transporting an object, usually holding it in the hands or arms or on the shoulder..
(3) Pushing: Exerting force upon an object so that the object moves away from the force (includes
-slapping, striking, kicking, and treadle actions). v
“77(4) Pilling: Exerting forée upon an, object 56 that the object inoves toward the force (includes- jerking):—
The five degrees of Physical Demsands Factor No. 1 (Lifting, Carrying, Pushing, and/or Pulling), are as follows:

‘ - (a0)
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8 Sedentary Work

Lifting 10 s mnximam and ocensionsdly fifting andfor earrying such srticles as dockets, ledgors, and simah
tools,  Although n sedentary job i defined ns one which involves sitting, & certain amount of wnlkmp, nnd atanding
i often necessury inenerying out job duties. Jobs wre sedentary il walking und standing are roquired only
ocensionally and otlier sedentary criteria nre mot,

L Light Work

Lifting 20 Iba. maximum with frequent lifting andfor cnrrying of objeets weighing up to 10 lhs.  Even though
the weight lifted oy be only « negligible stmounts a-job is in this entegory when it roquires walking or standing
toa al;,mln nub degeee, or when il invelves silling most of the time with n degree of pushing and pulling of wrin
anelfor leg controls, '

M Medium Work ' S

Lilting 50 1ha, maximum mth frequont lifting andfor carrying of objects weighing up to 25 lba.

H Heavy Work

Lifting 100 1bs. imaximmn with frequont lifting sad/or earrying of objects waighing up, to 50 lbs.

V' Very Heavy Work
Lifting objeets in oxeess of 129 lbs. with {requent lifting and/or carrying of objects weighing 50 1bs. or more.

Climbing and/or Balanciug:

(1) Chmbing: Ascending or descending ladders, stairs, scaffolding, ramps, poles, mpvu wird Lhe fike, using
the fest and legs undfor hands und armas.

(2) Bulaneing: Maintaining body equilibrium to provent falling when walking, standing, crouching, or
running on nurrow, slippery, or erralically moving surfaces; or maintaining body equilibrium when
performing gymnustic fests.

3 Stooping, Kneeling, Crouching, and/or Crawling:

(1) Stooping: Bending the body downward and forward by bending the spine at the waist.
(2) Kneoling: Bending the legs nt the knees to come te rest on the knee or knoes. .
(3} Crouching' Bending the hody downward and forward by bending tho legs and spino. '

. (#) Urawling: Moving about on the bands and knees or hands and feet.

4 Reaching, Handling, Fingcring, and/or Feeling:

(1) Henching: Estonding the hauds and srms in any direction.

2) Hundling: Scizing, holding, grasping, turning, or otherwise working with the hand or handn (ﬁngerlm.
nol involved). v

(3) Fingoring: Pic kmg, pincliing, oi' otherwise workmg with the fingers primarily (rather ihan with tho whole -

] hand or nrin as in handling). = N
@) Feeling: Per cmvmg such ntiributes of objects and materials s gize; shnpe, temnerMure, -or-texture;- hy-Wf

nieans of racoplora in the skin, pamcularly those of the finger tips.

a Talking and/or Hearing:

(1) "Talking: Expressing or exchanging ideas by means of the spoken word
(2) Hearing: Perceiving the nature ol sounds by the ear.

5 ‘Seelng'

“ Obtaining tmpressions through the eyes of the shape, size, distance, motion, color, or other characteriatics of
objeets.  The major visual functions are: (1) acuity, far and near, (2) depth percoption, (3) ficld of VNOI!, )
nccomiodation, (5) color vision, The functions are defined as follows: :

(1} A(,mly, [ar-- clarity of vision at 20 feet or more.
" Acuily, neur - clarity of vision at 20 inches or less.
(2) Depth perception—thres dimensional vision. The ability to judge dlstance and spnce relationships ro 8o
to see ohjects where and ss they actually are. .

e e (3)- Iiold of-vigion-- tho area that can be seen up and down or to the right or left !bll(?wf:‘hg syes are ﬁjef{ !_mmﬂm

' " given point. : R
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(4) Accommodation--adjustment of the lens of the eye to bring an object into sharp focus. 'This itom i
especinlly important. when doing near-point work at varying distances from the eye.
(5) Color vision-—tho ability to identify and distinguish colors.

VI. WORKING CONDITIONS

Working conditions aro the phys‘cnl surroundmgq of & worker in a specific job.
1 Inaide, Outside, or Both:

1 Inside: Trotection from weather condltxons but not necessarily from temperu.ture changea-.-.
O Outside: No effective protection from weather. :

"8 Both: Inside and outside.
A job is considered “inside” if the worker spends approximately 75 per cent or more of his time insidoe, and.
“outside” if he spends approximately 75 per cent or more of his time outside. A job is considered “both”
if the uctivities occur inside or outside in approximately equal amounts.

2 Extremen of Cold Plus Temperature Changes:

(1) Extremes of Cold: Temperatum sufficiently low to cause marked bod"y dlscom{ort, unloss the workor is
provided with exceptionat protectlon

(2) Temperature Chunges: Variations in temperature which are sufficiently marked nnd nbrupt 10 caime
uoticeable bodily reactions.

.3 Exiremes of Heat Plus Temperature Changes:

(1) Extrones of Heat: Temperature suﬂiclently high to cause marked bodily discomfort uzless the worker
is provided with exceptional protestion.
(2) Temperature Changes: Sane as 2 (2). - .

4 Wetand Humid:

. (1) Wet: Contact with water or other liquids. :
(2) Humid: Atmospheric condition with moisture content sufficiently hlgh to cause marked bodily discomlort.

" B Nolse and Vibration:

Sufficient noise, rither constant or intermittent, to cause marked distraction or possible injury to the BENAO
. of hearing and/or sufficient vibration (production of an oscillating movement or strain on the body or its .
extrewities from repeated motion or shoek) to cause bodily barm if endured day after day.

6 Hazards:
Situations in which the individual is exposed to the definite risk of bodnly injury.
7 Fumes, Odors, Toxle Conditions, Dust, and Poor Ventilation:

‘(1) Fumes: Smoky or vaporous exhalations, usually odorous, thrown off as the result of combusiion or chemi-
cal reactiqn. :
_{2) Odors: Nmmuq simells, either touc or nontoxie.

(1) Toxic Conditions: Exposure to toxic dust, ifies; gises, VApors, mists;or hqu:ds whlch caure genernl-or---——
localized disabling conditions as a result of inhalation or action oxn the skin.

{4) Dust: Air filled with sinall particles of any kind, such as textile dust, flour, woot', mu.ther, feathers, ete.,
and inorganic dust, including silica and asbestos, which make the workplnce unplen.sant, or are the source
" of occupational diseases. *

(5) Poor Ventdauon Insufficient movement of air causing feelmg of auﬂ'ocanon or exposure to drafts.

U.S. GOYERNMENT FRINIT NG OFFICE : 1005 0—-090-37) |
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P, wing handtools. Btarts machine whieh auto-
y winds meltal onto reels snd absorves uperation
8 resvent fams, gnoven wiuding, ot wrinkles. Hegu-
s esions of coer 10 provemt tearing or stretehing of
W, lmpeets suriace of metsl fr stals, dirt,
Wclu, and other defocts. Binds fintshed coils to
uneolting. May mowe controls to activeto hy-
Pusher arm and' til4 table to transler coil onto
M4 or scuveyor. May be designmied by employer
Umrding to particulnr typo or rade name of machine
+Wded or produet cofled. ’ Y
== (opeing) Me LATHE WiNDER. . ;
ER MAN (carpet- & rug: textilo) se2 W AR? ComnLER.
COLER OPERATOR (ireu & stoel) 612.782. Operates
Wuipment to wind steel sicip into eolls as strip emerges
M8 rolling mill or continueus anwealing, pickling, of
§ lints: Movie controls to synchronize coiling
Bachine speed and uction of maching gaides, gutes, and
™ with fecd tables and conveyors. Examines strip
Rxiaen for senle, wellh defects, and specified oil coating.
Yerttes specificd width aud gage of strip, ustng measut-
Wpe snd mieromoter, Cuts strip into specified
) A0l cuta defects from strip aud excess mets! Irom
using power shear aud weld notcher. Movea
- Wtrols to transter colls onto esnveyor for automatic
Wsdling aad piiing,
= ({lton & stosd; nonfur, metal alloys) s2¢ ComEn.
EOMLER SET-UP MAN (spring) see 8rmino.Couane
ARINE Sxr-Ue Manw,
COILER TENDER (carput & rug; textile) see Ware
Conan.

sol-'lﬂ ASSEMBLER (refrigerat. oquip.) sec Ag-
“ORVIMONTNG. COLL ASIREMTLTR,

,S0B PINISHER (elec. equip.; clectrontes) 724881,
nisher. Prepares wire-wound epils for assembly
Sastronkc or wieetricat equiptaent by pesforming any
Wablsation of following tasky: Pulle ont tap wikes from
'ﬂlﬂb!&wound cofls, using tweetors nng picks. Wraps
Rolls with adhiesive taps and bends coll kead wires into
Paitlon preparatory to nssembly. DIDS cofl wires into
Wolian ssldor to prepars them for soldsring to equipment
Wmicsls. Broshes varntsh or stmiler protective mate-
i ca colls. Dipsoliders Insniated lend wires to colf
¥ or coll wires to terminal Jugs. Trims whe from
Widered connectlons, using wiro cutter. Wraps moist-
®nd punmed paper sround colls preparatary to tnipreg-
Slion. Dips coll tend-wires into pot of molten wax or
Bider to burn off (mpregnation or insuistion material

Wwire ends, Tlolds iead wires agalnst fiame or elec
®ally bested reststuncn wire to burn off eotton-thread

. laserts wire ends inte brush sander tc re-

®ovs aname! Insutation.  Paints or Stamps calor code o
Watifeation numbers on cofls. May test coils for
"% clrcultry, using continuity meter. May be
Mccording (o specific task perforined as Comn
RATIR (elsctroniesy; Figto-Coil ASSRMBLEH; LEAD
BLER (elecifonics); THREAD BIURNER (slectron-

i Tuansrosuen.Corr. AssEMDLER; WAX BWRNER

lo9); Wirk Criprin (elecironics); Winx SANDER
Whrtsonics),

w

T SORAPORM ASSEMBLER (eNtirdnites) dee HEADER:

CPYER ARSEMEOLER.
rog, PORMER AND PRESSER (clec. equp.) 724 887,
Foaada colls to shrape ond-windings, msing mallct, gnd
Wads muchine ¢hat compresses armatare, rotor, and fleld
W 12 specified contour: Plsces unit on beneh Riturs
4 tapg eod.windings, using wallet and funming tools,
. ¥ plaoen 3p0od over armature shaft and teps with ham-
%4 la compact and form end-windings. Positions rotot
¥ Malor vertleally on bed of arbor press. Starts ram
Saith compresses colts to prescribed shape, May insert
M!lo core ind secure by tightent g screws or banding

SAA power press, M ay pull coil jesds through opevlng.

W poke, using wire Look. May be designated aceording
® o onil formred s ARMATURE-WINDING FOoRuMER;
BLU-AND. YOXK ASYEMBLER. .
"-'QIL VORMER, TEMPLATE (olec. equip.) T24.884.
| Yoo glogle- and haid-turn armnture, rotor, or stator
W fom bar wire, nsing tempiate, bending fixtures,
Bt litwacs, sl handtoots: C'nts copper bar to specified
neth, wlog bench nibbier, and taps with hammer
W urface piste Lo strolghten piocs. Ileats cut bar in
o » bends into U-shape, using lover-operated bend-
. ¥ads Ushaped bar over template with kammer and
N Ker Mocks to torm coll, May dip colls into selder pot
S emds. May be destgnated nocording to'colt formed
Q WOER, ARMaTURE Coft; FLATARMATURR-CoOIL

Aruitoxt provided by Eic

1 Bature, iouinits Teloctind teriphits on pedestal; and
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WINDRR, BAND; FORMER, ARMATURE CO!L; PORMER,
RoyoR Cort. '

COIL INSPECTOR (electronics) sec INSPECTOR, CoM-
PONENTS,

CON-MACHINE FOREMAN (matt. & budspring)
se¢ TOREMAN, BTEEL DIVISION.

COML-MACHINE OPERATOR (spring) see Sprina
conen.

COIL MOUNTER (electronics) ece Cnapsma AsSEM-.
BLER. '

COIL PLACER (furn.; matt. &
ASYEMBLER, :
CON-REWIND-MACHINE OPERATOR (nonfer.
mctai slloys) 819.385. Tends machine that rowlnds
sheet nietal oc!l= inte compct rolls for shipment: Meas-
ures sheet width and thickuess, usiog tape and microm-
cter. Reogulates alr wolve to raise and lower vertical
arbor in accordance with width of cofl. Plaoces coil on
srbor manuslly or by use of hioist. Inserts inside ond
of eofl in arbor and starts machine to rotate. Observes
operation to detect tolescoping, or excessive tightness,
or cofl. Cuts off domaged poritons of coll, using shear.
Removes and stacks rowound colls,

COIL SHAPER (nny ind.) 724.884. coil spreader.
Bpresds and shapes coils to 0t armature rotor, and
stator slots, using oofl-spreading mar’dne: Moves levers
and handwheeis to position side .iamps, end clamps,
spreader bars, or forming blocks which set specified span
and angle of knackle. Places coll ko clamp holders and
closes clamps, ustag hand levers. Depresses pedal ar
pulls levers to spread and shape colls,  Alines and curves
coil ends, using rawhide hammer. Releases hand
clamps, removes cotis, and verifics dimeustons 0i cofl
using rule or template. Muy wind coils [Corn WINDER
1X (elec. equip.)].

COHL, SPRAYEN (electronies) sz PalNTER, BPRAY
(any tod.) I

COIL SPREADER (any ind.} see CoiL SHAPER.
COIL-SPRING ASSEMBLER (furn.; matt. & bed-
spring} :#¢ ApEING ASBEMEBIER,

COIL STICKER (dontal squip.) see Coukn.

COIL STRAPPER (lron & stoe!) sce PACKAGER, HAND
{any ind.).

COIL TAPER, HAND (clec. equip.) 724884, Insula-
tion wrapper; taper, hand; taping asnembler. Winds
asbestos, -‘cotton, glase,. maiea, or varnished cambric
wrappers or tape around colls to insulote and relnforce
prewound rotor and stator colls for electric motors and
generstors, uslug sclssors, tape hook, mullet, and pliers:
Secures coll in vise, stralghtens leads, and fastsns ter-
minals, nsing pliers snd Lemmers. Cuts and scrapes
ternporacy hinding from coll, using pick and seissors.
Brushes #lue to end of tape snd winds tape in specified
number of layers tightly to colt mese or wraps shoot fiber
lasulation argund cofl and sectiron, using adhesive tape.
May brush vamish botween sgers of tape.  May cut
stwet tusulstion te site, usiig sclesoss er knile, May dip
coll leads into molten solder to insure seanfe connectionx,
May be desfgnated accordfzg to type of cofl taped as
ARMATURE-COM. Tares; FieLd-ColL TAPEE; Rorow-
CoOIL ‘TAPER; BvaTOR-COlt, TAPER, ==
COIL TAPER, MACHINE (elec. equip.) 724.884,
mackine laper: taper colf, maching, Winds cotton,
achoetos, of paper tape around stator, semature, and
rotor colis, using colktaping machine: Slides roM eof
tape ooto dpool holder and bireads end through guide
pins of machine. Attaches tape to cofl with giwe, using
brush. Depresses pedsl to stort maehine and hodds cofl
{n throat of machine sg tape-winding ring turns around
ooll. Regulates speed of winding ring with elutch pedal
sad maintains tension between ring and ool to wind
tupa tightly ond usiformly, Culs tape and applies glus
to bold end of wound taps. Tups ends of 0oHl with soft
tallet to forin stmooth surface. May tighien tape about
coil by twisting with shieet of rubber.- May press out coil
on pressing equipment. May cut terminal wires to
specified lengths. May connect leads io coll sad solder.
COIL TESTER (eloc, equip,) fec TENTER, ELECTRICAL
Conrtmeurery. . . :

—— (slectronics) gee TESTER, ELECTRONIC COMPONENTS.
COlL. TIER (mstt. & bedepring) sce Do AssEunLes,
MacpInE.

bedspring) aee BraiNg

~ COIL-UNIT- ASSEMBLER, - HELIX (eloc.. equip.). see

RESISTOR ASSEMBLER.

COIL-UNIT BUILDER, EXPERIMENTAL (elcc.
tronics) 724.381. Builde prototype esll units such as
transformers, armatures, sud rotors meed in electronio
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€OIL WINDER, HAND

nnd eloctromechanicw. systems, following Ifree-hand
sketches and lostructiom, and wnsing handtools and
electronic test equipment: Winds wire into colls {Com
Winpes | (slec. equip.)). Asembles ocofls [Con, ¥ne-
1sen (clec. squiy.; electronien)]. Impreguates colls
with insulating meterial such so wax, plastie, or varnish
{IMPREGNATOR], Tests cotls for confeemNy tostandards,
usiug {nstroments Sueb as indiwotanos beidpes aad
oscitloscopes {'TraveR, ELEcTRONIC CoMPONENTS).

COIL WINDIR (clec. equip.) L 730781, Winds colls
for large cloctrical oquipment, uaing Watbe-type eoll--
winding machine; Reads winding disgrams to deter-

mine sieo of wire and winding block, leagth of Joads, snd -

locaticn of cooling Guets and taps. Belecta winding

block snd core foria from stock snd socures to mandsel’
of machine, nsing wrenchos. Cuts insulstion sheels
and fiber Ollers, nccording to coll size, weing tatile shear
and rule.  Bonds ends of wires to form leads, stinyt pliers,
and sccures Lo cot] form, using tape, Depresses pedal to
start machine und control speed of winding. Ubserrves
counter an brazestopes at specified locntions, using rute,
clectrle plfers, or gas torch., Inserts plastic blocks be-
tween turns to form cooling duots, ‘Turns setscrows to
adjust tenslon of wire and pounds coil, using fiber block
and hammer, 1o maintain specifiod sizo of cofl. Culs
wlre, using snlps or bolt eutter, forms new lexdls, slides
elass sleeving gvor leads, insetts fiber Allers, and wraps
insulation ut specified location. Pounds end of cofl to

-romove from mandrel sid winds {apc by hand to hold

wires and Inside lorm In place. Brushes with
Lo secure tape. .

— (elec. equip.) 11, 724.884. coll winder, mush type;
coll winder, random; spindle-machine opersior. Winds
eofls for clectrieal equipment, acootding to specified
lenksh, width circumference, and wire size, using cofl-
winding machine: Sefects fixtute, co=e or bobbin, or
adjugts formar to epecified cixs and Matens o maching
arbor, using wrenches. Threads end of wite fiotn reet
thisiugh tension device and tapes to core or twists around
pog on fixture or form. Starts machine and manually
guides wire over coro or botween coll spacers to ohtain
oven winding. Obsetves counter and stops machine
when specificd turns have been mode, Wrape; shoet
insulotion between layers of wound wire and sclders
taps (leads) to coll ns specified, using soldering fron.
Ties coils with tape or string to provent ﬂnrln,!g Cuts
wire, using hand wirecutters. Moy solder wnd -tape -
terninals to leads, May wind primery (input ¢oll) over
secondary (output coll) windings. May brusl varmnish
on coll layers. May hammer and drift colls whille wind-
ing to matatain rvouired stze.- May thread Jead gnd wires
through imsuiating steeve. May be dosignateq sceord-
Ing to type of coll wound ss ARMATURE-COlL WINDRR;
Fisrp- €01l WinpkR; Roros-Cofl. WINDER; HraTos-
CotL WINDER; TORGIDAL-COIL WINDER: TRANSFORMER-

varnish

 Cott, WinpeR 1T,

-COIL WINDER, OPEN SLOT (elsc. equip.).
Winds heavy tound, ribbon, or strap wire over fia-
ture for open shot electric motor windings, using colk
winding mmehine: Winds {n layers, side by side, for

......Specified.. sumbor_of_tns._ Crimpe metal_clipe

gl g

around coils, using handtool. May be designated
" sevording Lo type coll wound Bs Fiz1p-Con, WINDEN;
INTERCOI. WINDER; INTERPOLE WINDRR; SrroER-
Cotr. WinDER. . C -
COIL-WINDER ({elec. equip.; electontes) tee UNt-
VERSAL- WINDING-MACHINE QeERATON. ©
COIL WINDER, AUTGOMATIC (cl:c. aquip.) 734.588.
Winds thin copper wire ot eleetricil equipment, such
as fleld cores, bobblss, or into slots of armature cores:
Threods wire from sponl Into machiss. Plnoss core of
bobbin on nose plug (holding device) of meehins.
Stasts mechisivism which wiuds specified number of-
turns around ecre or bobbin. Examines wouidl coll
for wire abrasion, specifiod number of lesds, and posi-
tioni of wire on Insulation poaper. Moves wires not .
wound on Insulntion . psper, onto insulation paper,
psing pick. Twists coll leads togethor or bends into
armature grooves. May attach coll forms to cores

+hefore itwerting In machine. May tend several machines.
be

simuRancously. May wind helix resistance colls and
designated Helx-Coit WINDER,

* COWL WINDER, HAND (electronices) 724884, Winda
— wire coils used in manufaeture of clectronic components,

t

such 18 resisters and transformors, ueing manusl-feed
coll-winding mochine: lustalls winding arbor in chuck
of machive, using wrench: Fita ooll form (paper or
pisstic tube) or partislly wound ooll on srhar. Tspes
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- SELF APPRAISAL ASSESSMENT STRUCTURE (SAAS)

Administered most successfully to grades 9-10, (although used for older.

students, including adults wishing to make career changes) the Self Appraisal

and Assessment Structure can help students toward a realistic self-concept

that may have an action-producing effect.
_Uéing a pencil and the test booklet, students select activity lists
which most resemble their own. Ratings for each list are-then-recérded by
the student. }
Through diécussipn and evaluation of these ratings, students Begin‘to think‘ ff
about their occupational futures and perhaps expiore someffie1d§:they hadn't |
considered before. Also, each student gains a better undsrstanding Qf'hisﬂ ‘

potential. A final career choice is not a goal. The test is.a catalyst to

.begin thinking in broad vocational areas.

e A e S St e s s ki 1 S A 14 A AR = e b a2t st bR

Source: Stanley R. Ostrom
Office of Education
45 Santa Teresa Street
Szan Jose, California 95110

S - ey e e ) M




CHAPTER T
DESCRIPTION OF SAAS SYSTEM

The Self-Appraisal and- Assessment Struc-
ture, and the materials that accompany it,
constitute a complete program utilizing
the behavioral approach to counseling. By
means of this program,.the student is car-
‘ried through a series of steps to bring him
to the point wherc he will have an improved
picture of his educational and occupational
objeclives.

The total program is prescnted in the three
booklets listed below:

Self Appraisal and Assessment Structure

Sclf Appraisal and Assessment Structure,
Student Handbook

Self Appraisal and Assessment Structure,
Administrator Manual

The first publication consists of the rating
scales. These scales are described a few para-
graphs below when the question “What Is
It?” is answered.

The Student Handbook is designed to be

the student’s property. By means of a few
illustrated questions and concept introduc-

tions, an attempl is made to help prepare

the student for the administration of the
Scales. These pages are followed by the pro-
file upon which the self-ratings are recorded.
The remaining pages of the Handbook are
written with two purposes in mind. One is
to causc the student to validate his ratings
against other sources of information and the
sccond is-to start him exploring occupation-
al objectives compatible with his intcrests
. and abilities.

The third publication, the Ad;ninistralor’s
Manual, is the booklet you are reading.

The: philosophy and suggestions for usage

of the SAAS System are presented by means

of answers to three questions which begin
with the question “What Is It?”” and a brief
statement illustrating some uses.

What Is It?

The SAAS represents a self assessment pro-
cess carried out by means of a group of
self-rating scales set up within a structure

' whlch cnableq a senous and concerned stu- '

’(-2'”

dent to make a workable appraisal of a num-
ber of abilities that are rclated to academic
and occupational success. The scales are
twelve in number. The first: eight, which
deal with vocational fields, are listed below:

1. Scientific
2. Mechanical
3. Clerical
4. Computational
5.  Sales
i 6. Social Service
7. Verbal
8. The Arts

Each scalc consists of seven paragraphs that
arc descriptive of varying degrces of com-
petence in the ficld. By choosing the para-
graph that describes the level at which he
feels he is functioning, the student makes
an estimate of his abilities in that field. By
complcting the eight field scales, the ex-
aminee in effect says, “This is-how I see

myself in eight |mp0rtant occupational
fields”.

There are four scales that' are related to
academic level. They are:

1. Academic
‘2. Motivation

3. Energy Output
4.  Organization

The four level scales follow the same struc-
tural pattern as the eight field scales. How-

‘ever;the- four-ratings-are summed-to’ pro-

duce a Total Level Score. This score is re-
lated to the student’s ability to do academic
work

In addition to the twelve scales, there are

eight brief interest scales. These scales en-

able the student to indicate his interest in
each of the eight fields reprcsented by the
Field Scales.

Some students arc overly oplimistic in their
evaluations of their own abilitics. Others
are much less optimistic than they should
be. Therefore, after a student has taken the

assessment scales, he is presented with a -



___ tional -

confrontation system. The degree to which
he is asked to question his ratings depends
on what use is to be made of the ratings.
The ratings that he gives himself in the
eight ficlds are relative and need not be en-
tirely accurate. If he rates himself too high
or loo low on one fieid, he will do so in all
eight ficlds. His major concern is the identi-
fication of the ficlds where he has the great-
est sirengths. Hen(-(,, after Lompl('lmg his
self-ratings, he is asked by a series of ques-
tions to think back over his developmental
history and produce some evidence that he,
in fact, does have abilities in the fields that
he has indicated as his strongest. While it is
recognized that a student who has given
himself an unrealistic rating can continue
to delude himself, answering these questions
will have the effect of adding some reality
to his self-evaluation.

The need to validate the Level Rating is
great. This variable is related to the academ-
ic level to which the student should aspire.
If the individual rates himself too high, he, -
in effect, will be making academic plans that -
he will be unable to complete. If, on the
other hand, he makes level choices that are
too low, he will be aspiring below his poten- -
tial. Hence, a system has been devised where-
_by scholastic aptitude test scores and school
marks are combined with his self-ratings to
provide a composite Total Level Score.

When the Field Scores have been determin-
ed and a Toial Level Score has been ob-
tained, the student is then asked to record
the values on a Field and Level Table. This
produces a graphic picture of the individu-
al’s strengths and weaknesses - his occupa-
educational self concept.

What Pari Does Self-Concept Play?

Super, 12 Hoppock® and others enncerned
with theories of vocational choice, have
long contended that an individual’s self-
concept plays an important role in his oc-

0=

ings” differ “marKedly~

cupational development. The general con-
sensus is that the individual moves into oc-
cupational arcas that satisfy his conzept of
himself. The young person who sees him-
self as wanting to help other individuals,
being skilled in gaining the confidence and
lrusl ‘of others, may move into social ser-

vice arcas. The individual who sees himself

as having skills in working with words, both
in the written and verbal media, might con-
ceivably feel comfortable in the verbal arca.

Combs*+® writes about self-concept as in-
fluencing one’s present actions in all areas
of life. Unless an individual has a postive

self-image, he will not function in a postive

manner. Thus, if a young person sees him-
self as one who does not have the ability to
learn to read he will not become a good
reader. On the other hand, if he sees him-
self as a good student, one who is verbal,
and who knows how to handle words, he

_ will attack reading problems in such a man-

ner that he will become a good reader.

The Self Appraisal and Assessment Struc-
ture uses a seclf-concept in a manner that
is a combination of these two. A considet-
ation of the- field scales will give the stu-
dent insight into his occupational develop
ment. An examination of his level ratings

will give-him- a better understandmg of -his- - -

self-concept .in the academic realm. As the

student progresses through school, he will

make many decisions based on how he sees
himself in these areas. As the students study

“their SAAS profiles, some will find that the

picture presented by the profile wiil be in
agreement with what they expected to see.
Others will be either pleasantly or unpleas-
antly surprised to see that their SAAS rat-

tions. Thus the student who has'a realistic
picture of his abilities will experience a re-

“inforcement of his self-concept and may,

in addition, obtain a clearer picture of him-
self which should result in a crystallization
of his educational and occupational plans.

D. E. Super, The Psychology of Careers, Harper and Row, Publishers, Inc. New York, 1957,
D. E. Super,. R. Starvishevsky, N. Matlin, and j. P. Jordaan, Carcer Development: Self-Concept Theory.

College Entrance Board, Princeton, New Jersey, 1963.

R w

Joumal of Individual Psychology, XIII, 1957.

-
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Robert Hoppock, Occupational Information, McGraw-Hill Book Co., New. York. 1967.
Donald Snygg and Arthur Combs, Individual Behavior, Harper and Brothers, New York, 1949.
A. W. Combs and D. W. Soper, “The Self, Its Derivative Terms and Research”. .
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The individnal whose .asprr.nlnms are nol

re .clulu in terms of his past experience has

two aliernatives from which he can choose,

e can enter into a program to remedy his
weaknesses, or he can adjust his plans so”
they become compatible with his abilitics.

A reasonable objective to which users of the
SAAS system can aspire is that of givi

- each student arealistic self-concept that will

fave an sction procucing effect.

' What Deoes_SAAS Do?

During the four years that the SAAS mate-
rials have been in use, students who have
taken them have been asked to evaluate the
scales. Two bits of information have come
through in each of thcse evaluations. One is
that the wholc process starts the students
thinking about their occupational futures.

The second is that it causes them to consid- .

cr some fields they have never thought of
before. These arc important considerations.
Many students complete high school and
enler college, having done very little think-
ing about what they will ultimately be doing
with their lives. There arc several reasons
why it is important for students to make -
some form of plans. Having a plan gives
one a feeling of purpose. The individual
who has noreal purpose in school abviously -

~ loses an important motivational force. Ad-

ditionally, an ndividual making an occupa-
tional choice relatively lste in his school
career may conceivably lose numerous op-
portunities to take courses that will help
him piepare for his ultimate occupational
objective.

* Itis easy to misunderstand the objectives of
-the_program...During-the_four—years_the.

scales have been in use, the relatively plain-
tive cry, “Why do I have to make a voca-
honal choice now? I am onty a tenth grad-

~er”, or *1 am only a minth grader , has'

often been heard This represents a misur
derstanding. No one'is suggesting that the
student make a final vocational choice.
What is being suggested is that he start

thinking in- terms of broad occupational
fields. i’.ven if this occupatmnal explor:

‘ation does not go beyond the broad fields,

he can still make edueahona lans that are
compatible to his occu mnar explotation.
If oa the other hand e is motlvated to re-

fine lm lhmkmg to the point where he

- comes up  with a specific occupational

choice, his educational planning may also
become more speclflc

Anotheriunetlon that the instrument serves
is that of causing students to face reality in
terms of their own abilities. A comment
written by one student as a reaction to the

“SAAS was, “I got'a good pictiire of myself

and didn’t fike what Fsaw?, ‘Another wrote,
“Why do you disillusion us with such a

blow at this time?” A group of junior boys

looked at the results of their SAAS con-
siderations and one of them said, “Gosh,
we've blown the whole bit.” He was refetr.
ing to their school experiences and the fact
that they had done little throughout their
school careers to prepare themselves for any
form of educational or vocational endeavor
beyond high school. Each of these young -
people had been forced to face up to some
facts about himself that many students ig-
nore during their high school tenure. This
can_be a rather traumatic experience and

- some counselors have been a little fearful of
~what this mrght do to the student. It would

appear that it .is better to face reahty in
high school when there is still some time to
make adjustments than to wait until the
individual gets out of high school and finds

himself in a posrhon where.there is no-op-~ - . o
_portunity to re JUSt his school program.

There are thousands of high-school students
in California who are progressing through-a-.
college preparatory sequence at less than a

* C level. This is hardly realistic. For many of

. questron is,

these. young people, however, 'reality will
catch up-to them when their initial job suc-.

cess leaves something to be desired, when'

they are refused admission to a four- -year

college;-or-when- they -experience-failure-i -

their first year at junior collége. The logical
“Why- not face. reality early
enough in- high school to do.something

" about the areas of weakness?” The individ-
ual who faces up'to his: madequacres eardy

enough to remedy what is remediable, or
adjust the school program to weaknesses -

that cannot be remediated, will naturally s

make the most proﬁtable use of his hlgh?‘?_' )
school years. _ o

‘A third. important functron of the SAAb

system-is that of helping. the individual ob-
tain a better understandmg of his potential.




Through this process, he has an opportu-
nity to do somne vocational and educational
exploration based on information- that is
relatively valid and which is acceptable and
understandable to him. There are too many

different vocational and cducational cp-

portunities open to young people in high
school and college to leave one’s future lo
chance.

' Uses of the SAAS

Pernune sludying the manval may be inter.
ested in the matarity levels at which the
SAAS has beent administercd and the vari-
ous uses to which il has been put.

i.  Grades 9 and 10. While the struc-
ture has been used in very limited quanti-
tics in Grade 8, it has been used in quantity
in Grades 9 and 10. When the administra-
tion of the SAAS at this grade level has
been foltowed by discussions, most success
has been reported when the topics have
covered abilities, {rzits, and values related
to the fields rather than exploration of spe-

cific occupations. Many students at this age’

level are too far removed from entrance into
the world of wotk to be interested in any-
thing that even mildly suggests that they
mzke an occupational choice.

2. Grades 11 and 12. The occupa-
tional maturity of students at this tcvel is
sireh that they wifl enter actively into ex-
ploration and discussior of occupations in
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the various fields. In their consideration,
the Structure car-be used with other vo-

. cational instruments. Soine counselors have -

administered the SAAS in eonjunction with
interest invenlories and have found that the
instrients have supplemented cach other
cffeetively. After having taken the SAAS,
students often find aptitude test results
more mcaningful. .

One county Neighborthood Youth Corps
administrator gave the SAAS to all the NYC
students in his jurisdiction. He reported a

- postive response by the Corps <tudents. The

SAAS administration and the resulting at-

" tention did much for their feelings of self

worth.

3. Adults. Limited use has bcen
made of the SAAS at Junior College. Stu-
deits enrolled in orientation classes need
help in understanding themselves. Where it
has bcen used for this purpose the Structure
has been reported to be helpful.

At one Regional Occupational Center, the
SAAS was used with adults who were at-
tempting to get a new occupational start in
life. These people react favcrably io the
instrument. The school-oriented references
are slightly irritating to them but the non-
threatening aspects of the instrument, morc
than compensate for these minor irrelevan-
cies.



 NONREADING APTITUDE TEST BATTERY ‘(NATB)

ment can be broken downc Those tested can d1scover patentlals andv.capa‘b ities

Source: _-.*Judy E Warrenfeltz
T OfficeTof T Information
‘Publications and Reports. ... :
'U,S. Department of 'Labor:
450 Golden Gate Avenue




ALY VOCATIONAL

S Devetoped by Gratlex Fducation and
 training Division, a.company special-
CHizddin training the- disadvantaged.
“THE GRAFLEX SYSTEM: Pinpoints _
aptitudes and interests through work-
' directed acuwly ina varlety of ~kill
",areas :

1Increases chan;es of success in-.
|afer wraining

® Saves evalualor and trainee tlme
‘. Elumlnates frustrations -

. Increases lrammg effnc:ency

EVALUATION SYSTFM IN SUMMARY

. @ Variety of work skills evaivated
- o Self-study work tasks and. audio-
visual techniques combined
® Quantitative and qualitative evalua-
tion techniques utilized
® Assistance in putting the system mto
use |s available

..The Graflex Vocauonal Evaluanon

System is a direct result of Graflex’
- experience in tralnmg dlsadvantaged
“clients in a varlely of p programs

_expeitise iSi ...anpOWer development B

e job Corps Centers

® Vocational Rehablluauon Trammg
Centers . . :

-e Correctional Programs

. NABS/]OBS Programs :

Graflex Tralnlng Dlwslon offers a
full Ime of servuces, currlculum mate- "
rials,.equipment, -and'management..... ...

Progra m S.

: GRAFLEX R
VOCATIONAL EVALJAlION SYS"EM_ |
B ——smnows —=
CUENT’ Besnc_ Tods - '—” Asse'nbly _-' Draftmg
EVAlUATlON | - _ Lo T
» Performance R ' Clerk - |- o1 Weldiﬁﬁ&' " Refrigération -
(o interest - ] - NeedleTrade |=—1" g,100'% Office ‘—' Soldering Air goad't't?”
et aeaar Lo | R R __ing & Heating
' - — STATIONS —

AREAS Ot APPLICATION

. Vocanonal Rehabilitation Centers

“ Vocational/Technical Schools -
“NABS/JOBS Programs

| Manpower Development & Trammg
Centers’

UCATION-4=1 RAINING- PRODULCT S~

“Grafléx’ Educallon
. 3750 Mornroe Avenue

Business and ‘Industry Training

~ Programs

Labor Union -Traln.ng Programs
lob Corps Centers
Conimunity Training Programs

For Addmonal Informauon, please
contact- :

d Trainmg Dmslon

ochester, New York 14603

. Phone: 716 586-2020. : (33')

Graflex will work thh any urgamza-'-: o
tion to tailor the Vocational Evaluafion
System 16 the . customer’s requrremems L
and smocthly mlegrute itinto: © T
existing programs. We will. also, work
to develop individual statians oran
entire system to meet parllcular
requuements .
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The Bramard Occupatlonal Preference Inventory g1ves student 'and » i

_;teacher some 1n51ght for determmmg the klnds- of JOb re1ated _‘ asks ay'stu den ¢

—“M.Alkes best and those he dlSllkeSo v vt e e S
Ratmgs :Erom thlS part1cu1ar questlonnalre are helpful 1n channe’_mg,,
""ﬂ_,j,"studles or mterests, determlmng future class schedules and 1den.,1fy1ng

 possible career fields for exploratlono

Students are asked: questlons 11ke. How would you l1ke to answer the'
telephone, glve 1nformat10n asked or take messages for others, sell thlngs

' or serv1ces to people, explalnmg why they should buy tha'l' : dr1ve a truck :
~or automoblle ‘pilot an alrplane or run a motorboat and underatand 1ts
H cchanism? Students answer questlons ona scale of 1 5 w1th 0ue be1ng equal'

_‘ {to "strong dislike" and flve be1ng GQual to "strong 11ke.'?:‘. R

Source. The Psychologlcal Corporatlon
.304 East 45th Street .. ,
New York C1ty, New York




7. uwmhet en the answer sheet is the same as
the number of the question you are answer-
-~ ing, Make some-mark for every question; do
" not skip any. When you get to Part 2, which
begine with questien 101 on page 7, answer
thee questions on the left-hand side of the page
‘ you are a maie or the questions on the
. righit-hand side of the page H you are a
. female,
 Remember: make your marks heavy and
bluck and keep them inside the pairs of
dolted lines, Now begin. :

The examiner and proctors should watk among the sub-

jects while they are taking the Isucutory (o check that
- responses arc recorded properly apd that items are not

omitled. _
The subjects may be permitbed to turn in their unswer

‘sheets, booklets and pencils when _&cy have finisheds»!! of

the items or they all may he soquired (o stay. quicily in
their seats until everyoue hay Bnidhed. The former is the
preferable procedure if gho cmom of the testing ruom
permit. .

SCORING | - o

" Six field scores are obtained from the Brainard Occupa-
- tianal Preference hwentmy Spaces for recording the scores

. ure provided-on the unswer sheet. Scoring may he done

_._cuhu by band or Iy a test scoring machme

g fllmn ScomiNe

The questions for each of jhc six fields are in a block
on thet snswer sheet. Page 4 of this Manual shows an answer
~sheet on ‘which lires have Treen dr-wn to outlihe the blocks
“ of itéwne for each field. Tire scorer may either keep this page

" of the Manual in sight when scorizg er make a copy on &

_ blank “answer sheet, Tt is not necessary to draw the lines
L on cach used answer sheet as one will quickly becane
““familiar with the position of the fields,
" 'The weights for the variods responses are: 1 for SD;
;.'52 for ; 3 for N; 4 for L; and 5 for SL. Score each
- licld by snmmmg the approprmle weights for the given
- responses and record the scores in the proper boxes st the
_top-edge of the answer sheet. These are the boxes imme-
f-’-dmu'ly following the names and numbers of the fields. The
Aowest possible score for any field #s 20, meaning that the
i suhjeet has marked i
“seore is 100, in' which case every item has ‘been marked
ll-mugh the SL.

I'he 1hie below shows the item numbers for each occu-
pational field.

Field Item Numbers
I — Commerciel 120
11 — Mechanical - 21-30; 41-50
i - - Professional 31-40; 51-60
1V — Esthetic 61-70; 81.90
V =- Scientific 71.80; 91.200
VI — Agricultural (for .Boys) 101-120

“Personal Service (for Giris)

“Omirrep ITEMS. , _

I onty one item in a field has been omitted, treat it as
a response of N (neutral) and give it a weight of 3. But
‘when two or more items in & field have not been anarked,
_no svore should be obtained for that particular field as such
u acor: eould only be a: approximation of the subject’s
_jiterest. Should there be six or more omitted items-through-
“out the entire auswer sheet; the paper should not be scored

.\)

Lie SD for each item; the maximum -

even though the omissions ere in different ﬁcl;ls. It is ns-o
sumed. from a record of this kind that the subject was 1iot

* responding to the best of his ability. I possible, vithee re.

urmn the answer sheet for completion, or ruies. .

MAicHINE Scosing
A single scoring stencil permils an operator lo obtain
all six fie!d scores from one insertton of the answer sheet

‘in the IBM Test Scormg Machine. The setings of the

switches to get the vanons scores are dwwu in lhc lnble

‘below. -
Setting of Se'uin;'of
.- MasterContrel = Formula .
Switch  Swilch Field Score
A A on Rights- 1 — Commercial
A A on Wrengs 1 — Mechanical -
B . B on Wrongs . 1§ — Professional *
B B on Rights ]V — Esthetic
C C on Rights V — Scientific -
C VI — Agriculiural (“nys)

C.on Wmngs
S l’enonll Scrm:c ((mb) -
_ Sinee a consnderable number of smlch movements are in- -
volved, the scoring machime. open&or should study the table
carefully. Note, for example, that ‘when the Formula B -
switch is set on Wrongs, the score for Field 1 is oblumed -
when it is set on Rights, the Field 1V score is ohtained.
It ic, of course, extremely imporfant to recurd scores m the
proper boxes on the answer sheet, :

Attention should be paid also to the rheostats cerrespond-
ing to the A, B and C formula switches. The rheostats should
be adjusted to give s proper reading when the appropriste
formula switch is set 0 either R or W, This should he
checked by putting through the muchine marked answer
sheets for which each field score is known in advance. On
each sich check sheel, no twa field scores should he the
same. '

Before actual scoring, the answer sheet must be scanned.
Since the examinee is required to meake relatively long
marks on the answer sheet, it is important to make sure that
each mark is of sufficient length in terms of the acawer in-
tended, and that the entire mack fills up the space hetween
the dotted lines,

' (55}
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~ INTRODUCTION

The Brainard Occupational Preference Inventory permits
a systematic stndy of a person's interests. It is a standard-
ized questionnaire designed to bring to the fore the facts
ahowt 0 person with respect to his occupational interests so
that he und his advisers can more intetligently and objec-
tively discuss his occupational and educational plans. The
loventory can be administered in about 30 minutes. It is
intended for siudents in grades 8-12 and adults.

The Inventory requires a relatively low level of reading
skill, us determiiied by npplication of readability formulas.”
Because of this, it may appropriately be wsed at lower edu-
vationul levels than similar instruments which contain more
dilicult reading materinl. Adults with limited educational
hackgrounds may also be able to react with greater under-
stinding 10 the items of the Inventory.

A questionnaire of this type does not analyze the voca:”
tional fitness of the person who answers the (uestions. It
provides information concerning one vital phase in the. -
complex matter of setting his vocational plans wisely anly
planning a program for allammg his goals, The counselor
needs 10 be aware of many other variables and to warn the
counselee about the necessity for other data about himself
and his proposed choices. Other personal factors which must
be considered are general ability, special abilities, physique,
seX; age, and special training, in addition to a general ap-
Praisal of the econc.nic significance and limitations of the
proposed occupation. The interpretation of preferences, as
measured by the Inventory, in relation 1o these mntters is
of great concern to the counselor, '

DESCRIPTION OF THE INVENTORY

The Brainard Occupational Preference Inventory yields = -
scores in sty broad occupational fieids for each sex. Roth™

boys mnl girls ohtain scores in the fields identified as Com-
mercitl, Mechanical, Professional, Esthetic, and Scientific.
Ouly boys unswer the items which yield an Agricultural
score: only girls answer the items for a Personal Service

seore.

Each field contains twenty questions divided equally
among four occupational sections. The subject responds 1o
each item by indicating whether he strongly distikes the ”
activity, dislikes it, is neutral about it, likes it, or strongly
likes it. Anawers are marked on a separate answer sheel .
by drawing a line which indicates the choice of response.

ADMINISTRATION

PrEvARATION

The room in which the Inventory is administered -

shouldd be well-lighted, well-ventilated and free from dis-
tractions, Each subject should have adequate space in
which 10 work., The examiner must become thoroughly
familine with (lie instructions on the cover of the Inven-
tory hookict, particularly with the method of marking
answers on (he scparate answer shect. If more than 25
individuals are 1o take the Inventory in a single session,
the. examiner should have the assistance of one er more
prociors who are familiar with the imstructions, The ex-
aminer must gssume responsibility for having all the neces-
sary watesinds on hand and ready for the administration
of the Inventory,

MATERIALS )

Far every person who is to take the Invertory there
must be a question booklet, an answer sheet and & pencil
with an craser. If the answer sheets are to be machine
scoredd, the pencils must contain clectrographic lead. The

nestions hooklets are reusable, so it is important that the -

subjects mnke no marks in them.

*Siefllre, B, The reading difficulty of interest invenlories. Occupations,
1947, 26, 9596, Sce alse: Rocher, E. C. A comparison of seven interest
inventurics with respect 1o word usage J. educ. Res., 1948, 42, 8-17.

Q

Aruitoxt provided by Eic:

TiME ‘
There is no time lmit for the Brairard Cccuputional

Preference Inventory, but 30 minutes should be ample

for the administration of the Inventory to must persons.”
This permits use of the Inventory during a single class.
period. '

PROCEDURE
Distribute the quesuon booklets, answer . sheets and.
pencils. Say:
Do not make any marks on the question
booklet. Do net write on the answer sheet
until I 1ell you 1o do so.

When everyone has his materials, say:

Look at the instructions on the booklet while

I read them with you.

Read aloud the instructions os the front page of the
booklet. After the subjects have filled in the identifying
information on their answer sheets, ask for questions nlmnl
the marking of responses. ’

After all such questions have heen answered, sny:
When 1 tell you 10 begin, open the booklet .
to the questions and pul your answers on the;
separate answer sheet hy drawing lines as
described in the instructions. Be sure that the

RIC | @
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‘What will you be doing a few )‘Vvea[.sﬁ from now?

What would ydu like to be doing? How can you find out what you want to do?

JOB-O will Help you find out how you see yourself, what kind of job best fits your interest, what you like to
do most, and what skills you need to get that job. However, JOB-O does not measure your ability or aptitude
to do the task involved in the occupation you will choose. JOB-O IS EXPLORATORY ONLY.

'You are now ready to begin.

1. First obtain an' Insert Folder entitled “JOB TITLE SEARCH™. Place that Insert Folder between paées 8 '
and 11 in this booklet so that the JOB-O INDEX BOXES can be seen above this page.

2. Now having placed the Insert Folder in the booklet you are ready to take the test Be sure to read and
follow all directions on each page :

«d. Wien you have completed the boxes in the JOB-O INDEX, read the directionis on the Insert Folder and
find jobs that match five or more of your numbers. You will find 120 jobs listed on pages 11-14. Go
through all of the jobs and then the research on the Insert Folder. .

THIS BOOKLET IS REUSABLE — PLEASE DO NOT MARK INIT. "~ °

TURN TO PAGE THREE AND BEGIN.

(@3N




CALIFORNIA OCCUPATIONAL PREFERENCE SURY:iY. (COPS)

Appropriate for both college bound and N.O. students, the California
Occupational Preference Survey measures interests and activities at- pro- '

' fessional and skilled levels in fourteen occupatlonal clusters.

Students are presented with instruction on how to obtain and interpret
their interest scores in relation to the scores of students at theirleduca—'
tional level. |

The student is then encouraged to begin acquainting himself with the

available 1nformat10n in the career areas where his interest scores are high.

This instrument is an aid to constructive career planning at the h1gh school Af‘”

level.

Source: Educational and Industrial
- Testing Service
P.0. Box 7234
San Diego, California

(_38)




CALIFDRNIA OCCUPATIONAL PREFERENCE SURVEY

The California Occupatlonal Preference -Survey (COPS) was
‘developed for use in vocational counseling, particularly with
jurior and senior high school and college students and young
aduits, It is particularly well suited as a point of departure for
explormg the world of work since interest scores are presented
in terms of families of related occupations, thus broadening
the outlook of occupational opportunities available to an
- individual with interests in a particular area. The rationale
underlying interpretation of scores is that the young adult who
" is just formulating his career plan would prefer to increase his
knowledge of those many occupations available within his
_particular area of interest rather than isolating a single occu-
pational choice.

Fourteen occupational cluster scores are obtained from the
COPS representing the entire spectrum of occupations. In-
terest in occupational activities at two -levels (identified as
Professional and Skilled) are measured within six major group-
- ings plus two additional groupings for which levels appear to
be inappropriate. In general, those occupations in the Profes-
sional Level are characterized by a greater degree of autonomy
-and responsiblity and typically require college training and

advanced degrees. Occupations in the Skilled Level are those -

usually requiring specialized training such as would be
obtained in trade or vocational schoc!l and on-the-job training.
Interpretation of scores begins with the comparison of an
individual's scores profiled against norms presented for the
COPS high school or college sample.

THE COPS STRUCTURE
OF OCCUPATIONS

Developrent of the COPS was based on the classification of
-occupations into major groups und levels within each group as
_hypothesized by Anne Roe. Factorial research into the occu-
pational interesis of students required certain modifications.in
this theoretical classification resulting in the godel of occupa-

tions measured by .the COPS! The structure of thls mode] is

depicted below

lepp. R. R. Clnsslﬁcauon of occupational interests mto groups and
levels. Paper presented at the Society of Multivariate Experimental
" sychoiogy meeting, Berkcley, 1967. :

——

!7"[3‘!‘!!‘."3 g==3gzgze &
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D Demonstration packet for consideration for classroom usc.
[___] Comptete COPS specimenset. . . . . .o ii e 0 n . s

Validity in terms of internal structure and cntenon group pro-
files and rellablhty in terms of split-half and test-retest estimates
are presented in detail in the COPS manual. Median reliability ™
coefficients for these conditions were, respectively, .92 and .88.
A studv of the stability of COPS proﬁ]es through the high school
years is also reported in the manual. Shown below is a profile of
a high school student from a sainple tested on three different
occasions over a two-year period illustrating the stability of the
COPS interest profile.

PROFILE GHEET FOR THE CALIFORNIA OCFUPATIONAL PREFERENCE SURVEY
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A DEMONSTRATION PACKET for the CALIFORNIA OCCUPATIONAL PREF-
ERENCE SURVEY is available, without charge, to teachers and counselors who
" request this for consideration in school use,

$2.25
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" FORMAT AND
ADMINISTRATION:

. The COPS consists of 168 items describing activities
performed in many different kinds of occupations. Students

respond to these activities by indicating their degree of liking-

or disliking for each activity. The items reflect actual tasks
. performed rather than being phrased in terms of often un-

" familiar occupational titles. Further, the COPS is brief and
when using the Self-Scoring-Form can usually be.completed in
20 to 30 min::tes and scored by the student in-another 15 to
20 minutes. Responding to the survey proves to be an
. interesting experience for the student and provides a valuable
_entry into the exploration of the world of work.

The COPS response format and sample items are as follows:
L 1 d D '

S Like very much

mionnn - like moderately
. dislike moderately
Dislike very much

14, Make passengers at éase' for

a commercial airline ........., :;'::
39. Operate an office duplicator

or copy machine . G PETITNRTTTRITY
65. Apply composition roofing or tile

to the roofs of buildings . . .. ... . TITIRRTEE

82. Write a brief instruction sheet . . . . tese

161. Conduct 2 youth group leadership
' training program . ... ...... RRRRHH

‘Overhead transparency masters are available to assist teachers

- --and counselors in working ik groups of students on the

administration of the COPS. These also may be useful in
explaining student COPS scores to-groups of parents. '

. USES:

The COPS is designed for use in guiding students in the explor- .

ation of occupations. It is particularly appropriate for the fol-
“lowing applications:

e in classroom group guidance units us a point of departure -

for exploring the world of work,

e as an introduction to use of VIEW or the Dictionary of
Occupational Titles. :

e as a guide for students in exploring outside sources of infor-

mation about specific occupations.

" @ to assist students in planning their high school and coliege
major program.

@ to assist students plan their post high school training.

L e to help widen occupational horizons for the potential drop-
out by specifying ‘occupational opportunities available to .

them within their particular area of,interest.

. e for individual cuenseling with high school or college

QO dents. S ,
(40)

'ONE INSTRUMENT-FOR PROFESSIONAL AND SKILLED,

'SELF-INTERPRETATION GUIDE. The interest profile which

FEATURES OF THE
COPS:

EASE OF ADMINISTRATION. The COPS is comparatively - -
short and is easy for the counselor or teacher to administer -
and easy for the counselee or student to answer, Statement
of job activities is in a form easy to respond to even by
those students who may otherwise be unfamiliar with the
occupational title. Further, the COPS free-choice response -
format allows the student to state his degree of liking or-.
disliking for each activity and does not force students to - .
chose between activities which may be equally appealingor .
distasteful as in forced-choice inventories. R

BRIEF ADMINISTRATION TIME. The Self-Scoring Form can -
usually be group administered in about 20 to 30 minutes.
and self scored in about 15 to 20 minutes. Thus, admin-
istration and scoring can often be completed in one class-
period. A study in one sample of 164 unselected high
school students showed the range of time to respond to the
items to be six minutes to 27 minutes with a'mean of 13-
minutes. Self-scoring time ranged from five minutes to 20;

minutes with a mean of 11 minutes.”

OCCUPATIONS. The COPS.measures interest.in occupa-’
tional clusters both at the professional and non-professional’
levels. One instrument.- thus “provides -interest: profiles.
appropriate both for the: college ‘oriented student as well
for the vocationally oriented student, - .~ - " it

MACHINE SCORING. For " farge™ administrations *machine’
. scoring may be accomplished in computer by using one of
two sheets which may-be read either by the IBM 1230 or
 Digitek optical readers. -+~ - T e
SELF-SCORING FORM. A specially printed .disposable ie
booklet may be hand scored by students themselves and:

profiles: plotted on the Self-Interpretation’ Guide bookl
providing a compact and -definitive -vocational - guidan

unit with immediate feedback of results. * - -

GROUP GUIDANCE. Classroom guidance is facilitated for
counselor or teacher through use of the Self-fnterpretation:
Guide and auxiliary reference . material -available to- the:
student. ‘The survey provides the student with a .broad:
overview of the world of work enabling him to consider a.
large number of individual: occupations.: * - =

results from plotting the COPS scores shows the students’
relative interest in each occupational area z2 compared with':+
other students. Each student may select_fcr further indivi- .
dual study occupations in those areas where their interests =
are highest. Sample occupations are presented in.the stu-
dent’s copy of the Self-Interpretation Guide and Profile
Sheet. These occupations are keyed to the DOT page.num- -
ber and, by following this up, the student is referred to*
“current, detailed information about these and other related -
occupations in his area of interest, Sample occupations are
also keyed to the V.LE.W. system and-in"those localities- -
where this or similar microfilm.occupational dissemination ©
systems are available, the student can obtain information -
appropriate to his locality about these occupations, '

IMMEDIATE FEEDBACK AT LOW COST. Usc of the Self+:
Scoring Form in conjunction with the Self-Interpretation
Guide provides the students with immediate results of their -.:
individual interest patterns. In providing for local, student®:;
self-scoring, the COPS eliminates the time delay in reporting:°
results to the student and greatly reduces the cost of obtain- - *
ing these results. - ‘ S v




why not help them PIC |'t?
W|th the help of

. iri’w)énto}y of Cafe'térs)fis anew an'd'. ‘
.umque ‘vocational guidance tool. It is the result of -
over three _years of research and development during . -

'f;f_ which time: it was given to over 4000 students. The .

o ,‘_PICrepresentsa different approach to career interest

assessment. It. utilizes a pictorial. technique which .
cts it “apart from the traditional ‘verbal interest
nventones. Because of its non-verbal design it can be-

‘ and ,.,has been) used with almost any age gronp, .
"-:'.:'?"elementary, junior high, senior high and post high .
school aduits. : :Every aspect of this inveniory has-
been: conceived ‘with simplicity in mind. The only
equipment required to administer the PIC are a

‘standard slide: pro;ector, two trays of slides and a -

- brief set “of- instructions. The only. implements . .
needed for taking the PIC are a pencil and answer . -

-, sheet, The results are provided on an easily readab!e

-_computer print-out that requires' - minimum of

interpretation. The PIC is truly the first fresh idea in

career interest assessment to come along in years.




The PIC consists essentially of a set of 35 mm. slide
pictures of people performing diverse tasks in twenty-one
different occupational clusters: Agriculture, Business and
Office (Data Processing), Business and Office (Secretarial),
Communications (Fine Arts), Communications (Media),
Criminal Justice, Electrical/Electronics, Zngineering Tech-
nology (Apphed), Engineering Technology (Civil/Drafting),
Environmenta’ & Natural Resources, Health Services, Home
-Economics & Food Services, Mid-Management & Super-
vision, Science and Laboralory, Service (Air Transpor-

= tzmun), Service (Fire Science), Service (Personal), Service
“(Public), Trade And Industry (Construction), Trade &
Industry (Mechanics), Trade & Industry (Metal Trades).
There are ten slides for each cluster, The slides are shown,
without commentary at eight second intervals. The “‘testee”
responds to the slides by marking one of five chioices,
strongly like, slightly like, neutral, slightly dislike and
strongly dislike. The computer talhes the responses and .
provides the results on a large,. clear print-out, The
individual receives both an “absolute score” which indicates
whether his total response to the ten slides of each cluster
was positive, neutral or negative, and a percentile ranking
for each cluster.

The PIC doesn’t pretend to be able to tell people “‘what
they are supposed to be.” What it can do is help point an
individual in a particular though stitl somewhat general
direction and give him a basis for further career exploration
and decision-making. This inventory is not designed to
replace-traditional interest assessmént devices but to supple- .
ment them and fill the gaps which they do not cover. The
PIC emphasizes a wide variety of careers which require less

'EDUCATORS
'ASSISTANCE INSTITUTE
HAS A PROGRAM

JUST FOR YOU

A 8 8 3 3 3 3 3 § § § § § § € S S § 8 S R € € §

EDUCATORS ASSISTANCE INSTITUTE
Subsidiary of System Development Corporation
9841 Airport Blvd,

Los Angeles, California 90045

Gentlemen:
following.

(714) 639-3660
Piease send me more information on the
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Pictorial ifiventory of Careers

Career Decision Making

Priority Counseling Survey

Risk Taking Attitude-Values Inventory -

0O 00

Name

Address

'_ " City. State

i
i
H
i

wd

-_.Edu\.ators Assmtance Insutute is dedlcated to the

than four years of college. In fuct, compleic training for
these careers can usuaily be accomplished in two years or
less through programs routinely offered at community
(junior) colleges and trade/technical schools. The PIC’s
“affective” approach to vocational testing exposes students
to a facet of career interest assessment ignored by the
traditional. inventories. Its non-verbal method allows the
non-academic or educationally disadvantaged an oppor-
tunity to have a productive, non-threatening testing ex-
perience, These are some of the reasons the counselors and
test administrators from all the schools in which the PIC
was tried enthusiastically acclaimed it as a uniquely useful
counseling “ tool. It won’t solve all vocational gridance -
problems. But it does provide some answers that no olher
instrument on the market can deliver.

improvement of .the- educational - process by the use
of the latest in computerized systems.in combina-
tion with the best in. evaluauve techniques.- Our
other services . include the. *‘Priority’ Counselmg_-
Survey’’ designed to provide student heads assess-
‘ment -in-both: educational and career -areas -and,
‘‘Career Decision Making,” designed to assist. your
staff in developing a career center and career class,
and the “‘Risk-Taking Attitude Values Inventory” :
designed to provide a-practical, inexpensive way..
to get information you need to help solve behavior '
problems and to real:ze the best potentlal in every
person. . '

Pictorial inventory of Caroers Career Decision Making

Prigrity Counseling Survey -

L ,F!!slif'_l'é.klngbAttituda Values invan




areas.‘ We in the Fullerton Unlon ngh 'School lestrlct have‘. found-‘them’ve




Ve
CAREER CLUSTERS

BUSINESS AND OFFICE OCCUPATIONS

—
.

2. MARKETING AND DISTRIBUTION OCCUPATIONS
3. COMMUNICATIONS ANU MEDIA OCCUPATIONS
4. CONSTRUCTION OCCUPATIONS
s, NANurAcTURING OCCUPATIONS
6. TRANSHORTATION OCCUPATIONS
7. AGRI-BUSINESS & NATURAL RESOURCES OCCUPATIONS"
8. MARINE SCIENCE OCCUPATIONS
9, ENVIRONMENTAL CONTROL OCCUPATIONS
10. PUBLIC SERVICE OCCUPATIONS
11. HEALTH OCCUPATIONS |
12. HOSPITALITY AND RECREATION OCCUPATIONS
13. PERSONAL SERVICES OCCUPATIONS
""" 14. FINE ARTS AND HUMANITIES OCCUPATIONS
15;__c0NSUNER & HOMEMAKING-RELATED_OCCUPATIONS.

These fifteen represent the entire world of work around which |
Career Education might be develooed, as suggested bv the
United States 0ff1ce of Education.

(44)

Ouptlicated by Orange County
Department of Education

373140
Q




(Y]
0
=
|
[
—d
<L
=
o
-l
—
<<
Q.
e
I
(=
ol .
Q
L
—
wil .
Ll
(1]
(L]
=2
(72}

NOTLYLHOJSNYYL

- 30IM3S D178Nnd
JJIAY3S TYNOSH3d
SNOI1vdndd0 331440

NOTLNSI¥LSIO
© 5 ONILINIWM

IONIIIS INTHVH
 BNINNLIVANNYW

LN ENREL
% ALI'IWLIdSOH

SNOILYdNJIJ0 HLTV3H

SITLINYWAH
% SLdV 3INId4

INFWNGYIANI

SNOILYdN30
ONINVWIWOH 3 d3WNSNOD

NOILONYLSNOD |

V1Q3MW
% SNOILVIINNWWOD

© $32UNOSIY TWHNLYN |

- % SSINISNE-Iy9V

(S

SROFESSTONAL

SKILLED

JEMI-SKILLED -

 NSKILLED

.‘by‘br.ahge;Cqunlvy o

" Dulicated

* ‘Departm




L aayuoN g

- : asnoyuaauy o ajenpeJy "S°H
o . Japedy BH3- 7 a@djop ueyL ssen
p4eny 344 | - . usuny Jeay . J03BA3}]

saadqoqe] | uaddeay us33ng pue uieay Al
Aog ‘ wJe4 4333n3 J83ing. 49| dues apLy
- Audgq pea Spueq Auieg -1 SJ43yd3ng UureJdy 34n3nd Luby
WCYEDED)
‘Jaume
UeWSPJABH
9| qejadap .
¥O03SaALT
ulredyp _ ajenpedy °g°H
LeJauay Jdapeay 4ajzing
. 3inay4 yiruwsyoe|g III
Aareg Jdayey 8l%aay)
CrASUMR . Jaey J4233ng
JauapJen udnyy
adeaspue 4933ng 433U0 1321y ;
. 3 LUeYo3Y
¢ J9383] Adleqg wieq (waed) LedLuydaj
' 3S14N3{NORUO}L 4 J40329dsuy 403 | edy snid "S*H
! 1staedy auyjuedenp) Ja|esg
uewAuasany ©jueld Juawd | duj 11
istboloishyg
juejd Judby woLy
3SLANI[NILIUA0H -BUJ SueQ
3sLieudnop 351601003 3woy AAOQe U0 ‘y'g
Lean3 no Luby ue Lieutddap (e g) 3uaby A3uno)
(84n3no1aby) 43353404 ISLIUdLIS | LoS J3s Lteqddy sdayoea]
Jayoes| juaby Ajunoy J499u1bugj . ddyouyg Lean3nduby
A3isdaalup 1S Lwououby Leuny | nd Luby 94n3nd tuby leuoL3edop
JuBwuLeJdIUT LeJdnyny - Abojouyda] sa|es | :
pue 4y Ledduay Jooping pue 32uaLas pue jes14al) BI1AJ4BS ‘SLaA
. ssaulsng .

(30N3I2S YUNLINOTYOY OL 031VI3Y SHIIYVD

S




A3NIOM 3jB4)

J9)el 8nbeid o ajenpeay .
w493 LM i pdeng | °S°H ueY] -SSI
p4e) moys : - CA43lle9 Y | :
ISty J3uapaey J3ddeum 3419 | - SS34ISLNW Al
JdojeulLuy adesspue ' 13AUR) 3U03S - 9qo4pJIRM’
d3uledg pueH . . .
340 |0) uLnbauuey dajuleq ublLs ‘uey Aeydsig djernpedy *S°H
.~ 3Sluooluae) saaydeaboyl 1y 'SPOYY 4y ;
: uaydeubojoyd NETELETY - 40 Jadng . 403 e4023( III
‘sa03euaysny|I JA3Mo|g Sse|H J433u0 1300y’ aje)
saadeuq Jd3pu Lgyoog S ay 4343307
d03ea3sn] |1 -
par)y burjsauy . 03e3Uut]ag o
40324023( NETEDION d3|eaq 4y
A0L14dUT Le4an3233 Lyduy .. Jabeuey L2 Luyray
a|L3say Jaaeuabugz 340315 Au|amap snid *S°H
AdBUL LW pooM JA3ub Lsag .
S3Yy301) J43Aaeubuaojoyd Le4a0L 4 11
-sasubLsag puey ‘uaysl3 1S 134y
ng-~Aei : Ja3ubLsag aLq LB LO4BUWOo)
buLSLIA3APY U LUBAQLT 4V uewsjjedaqg Jasteaddy Jay
J43ub LS8
J1weuad) : Jaub Lsag
Aaamap ’ fetagsnpuy 3A0Qe 40 ‘y°g
-sJ43ub Lsag J33uLbugj ,
abeyg-saaubLsag ~|edL3neuoday i
s403d{nos Jdayoea} Yy J3ubisag ojny o
sdajulLed 403 LP3 MY 3297 LYday 3233 LYyduy Jabeuey Jd0jeua3snyijl
1S 134y 3ALIRAU) J403e4n) . adeaspueT] 3stbojoaeyouy BuLst3uaapy| Led1boj03SLH
juawuLejsalul feaninj Abo|ouydaj sales
pue 4y |eJauay J400p3nQ pue 3du3 11§ pue |edLJ43|) $3D LAUDS S{aAa
: . ssauLsng
S

14¥Y 01 Q31v13y S¥Y33HYI

Aruitoxt provided by Eic:

E

Lirt



R TR EINY)

|- Tyswolgdedey |
. T Jojeasdn :
au pyoey
buriLig
3sidA) .
JAaydjeds|qg d03edadg |
juaby auoyda|aj -
uojels 43)MOM | 33enpeqy °S °‘H
AMOM 33 }330 1e3S04 4 _
: - M3 sajes 4030npuo) I11
vauwea5o4d WM3L) 3P3U) peod | jey :
J03e49d) J3udeabouals Juaby
- auLyoey - 42 Lyse) ydeabayay
~burjeynqge) +<adaayyoog ..o_._%.:.m—o._.
J13ANg ad03$ _ _ 2N B
~ juauguedag - leIjupay |
_ uewsa|eg :osnid *S*H -
uejaedqi 43 |31 jueg _ .
SpL02 Y 493 sewdey 11
LV Lpay Aav33493¢
Le4ausy juaby )
N3 MeT) -4032043U0) buiseyoung m.o:
Jajueg m.\
Juejzunoddy 3
isiedads "
oy &
: 4abeuey sajeg
493u)buj Jabeuey : _ :
4 wag sAs . (301330 1440 dA0qQe Jo- °y°g- |
3StLeudnop . 3sALeuy Jabeuey .
43yoea) - Swis) sAg 3ipad) I
Looyas yb Ly - buLssasouy - 43 [043U0) 4abeuey
Le Lo43uoe) eyeg 403 1PNy [ouscsiad
Jdaudea| 493u 1bu3 493048 . Jabeuey
- abay 103 auoydae) ‘¥'d) Juawio| duzy
Jusuwutejaajug Le4n3ny . Abojoupay sa[es , _ L
pue Sjay Les3uay 400p3ngQ pue 3duaiog pue [e>143() 93 1A43S sfaAay. -
. : _ : " ssauisng 4

W

IC:

e

»y

SY33WYD JALLNBIYLSIO ONV SSINISNg

PAruntext provided by exic i

“E




g

_ Aog 31430
40329((0) : .
sfog JojedadQ ajenpedy °g°H
Jabuassay 4038A31 3] ueyl ssa
uewsaj|es J403e43dg ddlauae) :
9SNoH ydeub 13 {ni LieW [edny Al
03 3Snoy 34317 N203§ Jd9)e] Snsuad)
JuawuLelsajuy ‘peanyngy Abo[ouyoa] sajeg :
pue sjay [eJauady 400pang pue 3duaLd§ »  puR [EILU3|) 90 LAU3S ELEY
. | ssautsng . @)
D r—
2 39vd S4aaJ®) aALINgLA3sSLy § ssaulsng

E

ua -

Aruitoxt provided by Eic:



a3ehpeay -g-

—

 :(§$0)I;

: H
| ueyy :sseq.
Jd3ys Al
SS93 SOH -
... | .s4aydeabouays
B IR - T B
RN Mt ...,um:u:..axm. ) ) i -
\ i . ubtadoj- a3enpeuy Sy
- 'SY431) sajes o
R T Ay emuno| 4 Jd03dadsu] III
L d@juLdd S aahng uo 13 eub Lusuy
: . . . J403ea3dg; _J403RASUOWAQ J40323dsuy \
4931 LuM-Ado) - auoyda|a] - - J3auoijony swo3sny | -
B YT FEVRES
uoS4dq - .
o T - sales Leotuydaj
uetdeuaqry uewsajes snid *S*H
Jajaoday PR . :
493 LUN Jd3sunouuy S Jabeuey 4038 | suvd] II
1d140g 0 Lpey J4aydeabordiuy {133y J93a4duaju]
. 3stleudnop A ‘
- Jao3ng
433 LM “juapuod - ;
0L4RUDS -S3440) +4abeuey
d1344]. " ubiauoy o JENL-N]] “ .
J13ewedq J4ayoeaj - jay “J493u1bug aAoge 40 ‘y'g
.- 4030y abenbueq  sajes : o _
A3} LUM pue ysi|bu3 suoLje|ay 3stdedayy w i
A3 inuijuo) © uewAbuaa)- o . o11qnd yoosads
J0y3ny 4031p3 . 433 LUp 493 LUM . Jabeuey asLpeoads .
434n3237 S49Ame s3J40dg Leotuyda) buisiyuaanpy buipeay
juduuleILdIUT Le4n3|n) S : Abo | ouyda) | saLes : . ,
“pue. sjuy LR43UlY Joopang - . pue aduatdg pue [edi4a[) 32 LAUaS s|aaal
. s o ) ssauisng

SLYY I9VNONYT ONV. HSITONY 0L MUY SyITUYD




© - aayaoduy

pue sjay

| uoruedwoy | o
- Jd@podx3: | - - Buppaaeal|  ajenpeug gy
o) | do3oedsur | - _
uoL3oa(|oy:. |- - “swoysny| 111
. . ublauog:.|: uojelsued] :
UeWdI L| 04 - y4919 ubtadoy: | - ua38ddusjug
Jd2Ang
uotysey :
FENFIY
.~ @ILAUBS
ub 1auo4
Jafeuel Leotuydaj
‘neaJng snid  *S°H
JEL T _
w Lenbut| g 3stuolidanay II
: Aae3audas SSapJeMILS
A3Yyd4easay syoog 40 pJaeM3ls
: J03eJadg ub 1au04 uetdeaqli :
40329109 34y 493 seapoJyg SS3|ad LM NETR-EY| abenbueq .
Jdayoea]
abenbue
Looyos ybLy :
juapuod 3Stoeuueyd )
-S3440) 3033 LYyouy
ub tau04 3sitbo|oayouy *duo)
Jaded 3stbojoay skemi Ly aA0qQe J40 °y°g
: abenbue J493u Lbuj Jafeuey .
K ub Lauo4 P asany youeuq I
433 LuM . ued 1shyd ayoelyy .
4030y J43yoea] - sbu 1y Lup Le!dJsuuo) AdeuoLssiy
¥ 1349 abenlue RLEIUTSET] 4032npuo) - Jd03e4n)
w 49buls euadp 9bal10) 40 Joje|suedaj 4noj Jewo)diq
P sajes : o
! uswule3zaaul Leanyny N Abojouyoa] pue |edtud|) 9J LAJDS JELER
Le4suay £00p3Ng pue ad’ualog ssaulsng

muu<:wz<4 NOI3¥04 OL Q3LVI3Y SY339v).

O

Aruitoxt provided by Eic:

E

YN



ABALAQ LXB)

4314n0y
apLy

"UO LJRWAOSU]
JuLaey
JURYIUBY
$82404
pauuy

331 [930H

J3340f |330H

ajenpedy *s°H
ueyy ssai

Al

JuaBwuLeAIIU]
pue sjay

- leanyng-
- ledaudy

400p3ng

o Abojouyda |

pue 9ddusa:d§

sa|es
-pue 3143}y
ssaulsng

CRIUWE]S

m_m>m4..

i
|

2 3Yd  S43342) 0ENDUET UDL3U04




‘. ,. L

7

SITWONOD3 3HOH 0% 031Y73¥ S¥IIUY)

_ ssadshy | oo )
- : _juduae e e 9qodparM| -3 BNpRdg co ey
40328dsuy I - pieudaquey)|
., Juauey e i hog sng)
o spuey - PLey asany|
i . dsueay Aug [+ coiisyoo|
4343p L0AquI3 48yo3ng | Jaddoys- - 433ng]
PeaH 49 eulauioH ~odaqeg | uosLaedwoy - 43)euiduo .
. 1 34031§
: T 1 3deg-ut
r e  SSBUJsWesg
uoljedsyiyy . . :
43311eM peay| ajenpeun -g-y
d3xyey d3xey Apuwg Madaey| ‘ . -
uog uog 48493 sjoydp ueLoL3neag. 111
403e4023( H : JdojLej J43queg
W ey < A9Yewawoy . Adxewssaug 43 ¥ewauioy
40324033Q asany .
40 L433u] ‘{earyoeuy LedLuyda)
43ub L sag . . : 434 snid *s°y g
913X’ J403238dsu] : SSOpUEMIIS . ~
! JaubLsag Aareq uewsa(eg Ly II &
: uopyse4 43 YewWauoy pue..jea) poo4 RENIEETY <
[ Y3[®sH J1[qng |
40S LApY ©3sL|eldads
anoJdy 92 LAUBS
yano, uoLsuaIxy
3slaeday] A3%40M . :
« ‘|RUOL]RANID( ~ asJdny uaydj Ly 1sa] 3A0Qe 40 ‘y'g
a3ydea] pa4alsibay " dabeuey _ _
SJ LIWOu023 NEFILT] uoL3n313suj
SWOH youaeasay ws L euanop- 1
d9yoea} 1S wayy juaby uol}
abaj 109 poo4 -eJd35uouaq
A3y eWwaWoy uerLii3aLg JAOY NENIETWT
JusWU LRIIIIUT Le4n3 n) . Aboouyda] sajes . _ . _
pue sjuy Le4susy d006p3ng pue 3Jualdg pue |E514319 CRIVWEIN . JELEY
ssauLsng ; :
: : O

IIText Provided by ERIC




aautbug | o Jeke | yoLdg ajenpedg ‘gey ’
: burjeaadp |- - - J3pulgjoog | |
. uewsuiy | J@yeuws)log 111
431 t4d - yyLusyoe|g _
103 Ls0dwo) LLaM L0 dluelPay:
J403easdp 403 e43dQ aue|duaty. 40323dsuj
Jaydeabojoygy adAjou L ©.oaued) - 3stLuLyoey suoyda|a] -
uewsjjedq
J4aubLssg aLg-
403 eJ4adQ
oLpey . : i
J40323dsuy . Leotuyda)
. 491109 snid *S°H
¢ uewauo4 :
w A4030e4 11
4893uUl4d - .301'Ld soped] . :
4032n43su] aue|duly bulp|ing ‘uet Leday
Leuo13ed0p ueLd Luydaj 4039R43U0) AL pue oLpey
1S Luay) .
LeL43 snpu]
J493uLpul
LIALD
. 433utbu3z 3A0Qe 40 ‘y°'g
suoL3eoLjqng J LWed )
leL43snpu] 433uLbuj
30 433 LUM aA Ljowolny I
suoLjealL|gng J98uLbuj
[eL43snpu] butuoty ipuoy
40 J43ydea] -A Ly
suotjeaLqnd 433U tbu3 :
LB ta3snpuy -043Yy
30 J3j40day 493uLbuj
suotjest|qngd [e214328]]
3sL3dy LeL43SNpuU] J433u Lbu3 433u1buy
$3097 LYddy 40 4031p3 [BD tURYIIY . sa|es
JuaWu Le34a3u] [e4aninj . Aboouyda| sa|es
pue sjdy [ed3uay 400p3ng puUB 3JU3 LIS pue [BI143|] 32 'LAUDS JELER!
_ Ao ssaulsng ,

L,

~ NOILYING3 IVIYLSNONI 0L Q51138 SyIIHY).

RIC

Aruitoxt provided by Eic:

|




J403043dp

; auLuyoey
_J433se(g _
43ueai)
auejduty
AD Y4 OM
43y3ea
493snfpy’ uey
ayeuyg adueusjutey
NETLEE:| NENL-ET )
493utbuy aoeuan4 Buip ing
Adeuoijes iselg ueLpo3 snj )
434 L4Q 4311 1q9qeg J3AL4@ 3ONaYL
: Jd0308e4 | 43 [ qUIDSSY uey Aeuaq
ue o Luyda i 403293dsu] NELTT J403e4adQ anajjneyn
-030yd 4aqun adnjeumy | ydeubrypny T M3ALLQ sng
JuawutLel4a3ul Leanging . ~Abojouyda] sales. . :
1 pue 34y [e43uay 4C0p3NnQ pue 32uaids§ pue [22143|) CREVWEIN S|aAaT
v ssautisng . -

w.mm¢<g UO0L3EINPI [BLAISNPU] O] Pae(dY .SU3aUL)




W91 Buil|ig

43| 3]
Juejunoddy
03 AJejaddss
34319 336png
3481) 3509
43| S,493048

_mumzumgm..m.:

S0

Jusby 39¥01] - I11
- Jadaayyoog
JdaLyse) JuelstLssy
_ P VENN) LeLaenioy
d9)Bj |00} Leat3stiels J0SSaSsy|-
R : Jabeu
3SL433w03dg mm_mw
Jaublsag Jabeuey Lo Luyda]
Lool 3 1440 snid sy
uewsyjeug 43U LWRXJ .
Jojeuady : jueg
_ oLpey ©Jd03Lpny J40323dsu] II
(oLtpny) JaubLsag J3stedaddy aue|daty
S84n3d 14 auLyoey Jabeuey 40323] 109
uo L30p J40£3A4ng 4032043 u0) uoL323| 109 xe}
Adenioy
ueLdslysiyes A
d11qnd v
€juezunodoy
Jdesung 31SLJ433WoYdAsq
. ue 1dLJ433uouod3 470X 3 9A0Qe 40 °y°g
" YoJdeasay Jaueabou 4 butiayaey .
039 Ja3ndwon j48dx3 xej 1
‘121430313 3skleuy JOSLAPY-
UP LI LJA3BWOLI0S €aasutbugy wa3 sAS | uorjeziuebuaoay
SO Ly ewayjey J3suLbul ueLd L3ewayl ey Jaxueg 1Sk euy
- a3yoea] LLALD 13S0 1SAud J40S LApY juawsgels
3093 Lyduy 3 S1wouod3 uoL3eb Laey 43WOUA] SY JUBW]SBAU] *duo)
Judwu Lej3dajul [eaniny Abojouyday sa|es
pue Sjdy {edsuay Jo0p3ang pue 3dualdg pue |edLua|) DU LIS ELEN
« ssaulsng OB
e~
H

SITIYWIHIYVW 01 OT1YWIIN CHIINWA

E




¥4319 saLes

J403e43dQ _
U Lyoe ajenpeJn °*S°H
bu 13ndwo?) ueyy sso
J403e43d0
young p4e) auLyoey Al
u:mE:_muLmu:u Le4n3R) Aboouya 3y s es
_ pue sjdy RFEIED) 400p3NnQ pue 3du3d LIS pue [eJ143!) 9 LAUBS . ELEN
b ssauLsng _
m .
2 39Yvd SO LjeuRyjel 03 pajeLay mpmm;mu

O

Full Tt Provided by ERIC.

E

r

(51)



Spuey abe3s

ajenpedg *S°H
ueyy ssa
AL

ueid teday
ULIOLA
A3%BR ULLOLA
43uny uebug

33enpedy sy

JISAW 01 . 031V7134 S¥3I3UY)

uewJ Leday 24016
Ue LI L SNy JuaUNUASuU] oLsny 111
Juswna} sug 1eoLsnpy ‘34913 sajes
3SLuedinoddy
3SLULIOLA Leatuydsy -
3sLueld SjusaWnJy suJ snid *S°H
3stuebug LeaLsny
uerJdeuaqtly 93PALU{ pue 11
J1SNK d9yoea] JLsny
Jabueauy aLsnp. ‘uewsajes :
403BU3S3AYDU(Q
49bulg euadp *
433 SB| 3435u0)
2LIL4J OLsny
A93SBY 4 LoY) .JAayoeaj oLsny 3A0Qe U0 "y°g-
J4032npuo) LO0YIS YOLH Jdabeuey
433 St Shdoy) Jayoea] 8403S JLSny 1
4350010 s1sny aba(o) Ordessaudu]
© aUBWULPIAIUT feani|nj Aboouyday sales
pue 4y RFEIED! J400p3ng pue 3dUI LIS pue [ed143[) 92 LAUDS ELE:R!
ssaulsng
_O
\l

E

(83)

A FullToxt Provided by ERIC




T Buiysig
pue bu ._.U.CDI

1 354n0) 4|0

, 34.1d s L -
. aadaay mEF)Amuw:uwgm 'S'H
Jabeuey : S
2138143y I ;
: . - JA3j4OoM - “ ;
J49daay ’ - d33ud) !
S,udauy A3 Lununwo)
9391 U3y
LeuoLssajodd ‘ {eatuysay .
4335t ueusa|es sn)d “S°H
bBuioueqg J4abeuey ‘-
J43oueq 340315 , 11
43ydeaboaqoy) d9%e| Spooy ADNUOMN : Ly
ISt{eday qn|) 3109 bujuods punoubAe|d uw‘z
. .dauLeay ] S
uoLyey L Lqeyay - 2133143 ‘
Le3 Ldsoy 403294 1(Q
3sideaay] punouabfeq
leuotgednadg ~Japea |- : .
3SLU003uR) 493 LUM s3d0dS 3stdesayy uo 3eonp3 | sAoge 4o ‘y°g
$3400S J4a2unouuy uoL3eaUday y3lea
yoeo) s340ds 433uLbu3 Japea I
21319 y3y Louﬁuu s340dg Auey Lueg uotjeauday r .
Lo0YydS yb Ly 3sStuwno) LeatbooLsAyg A3 Lunuwo) :
yoro) s340ds 4oueasay 03234 1Q
2139 1Y3y ‘P3 "Ayd 40S LAL3dNg 3sideaayy due)
aba| 09 NETTl-CT] yed Leatsyq . 3SUNN [00YDS
Juswu tejaajuy Le4ng irio Abojouyoay - s3)es .
pue sjJy Leaauay 400p3ng pue 30Ul LD§ pue |edoLu3]) CRITER BTN < S19Ad7
ssauLsng , , .
Of:
(31qeL mu:mFum 935 S4934@D y3|R3Y J3Y30 404) ) - O—=Jlt
zh4<uz anvy on»<u:ou TVIISAHd OL omh<4mm mmuum<u |




“3spaerdy

Ue I

_Qoo).: :

S N : :
_Jauspuaeq S uRLOLUYddy " L
T ¥anay REERIE- TR &2 CT a3enpedyg °"S°H
uewAu3nog Jaues|y Aug
“ABuUdpJRy Jar0|g Sse|Yy IT1
adeospucy 3SLuMapLxey . AN3SSEH :
FETTELTE ,
954NN | BOL3oRU4
. FETWELY ‘juamd Lhb3
© JA8yjespm pue satjddns w :
i . uetdtuycal JL413UaLds [eaLuyoa
UOLJRAUBSUOY) [ 8D Lpap ‘uewsales mspm “S°H
_ L LoS 151433Wwo3dg ‘Aaelaudag _ _
Istan3n)  psiuaibAy |ejusg Led tway) 11
ystd. | ue Lo Luyoday - Aaejaddas
uoabung aad] i - -  [e3juag LedLpap
3ISLdAy uewAdasany | apLy youeasay uewsajes :
Leo Luejog 3sLan3notsol 4 Leotbojoig |[jesrynaoewieyy Ue LD 13 40)
403284004 1LY
35t3usg
- 3sdny ]
3stoeuneyq -
ue LARU LAY B\
istuesog dA0QR U0 ‘Y-
3293 LYy 3sibojoLg q V'8
adeospue] ue 1oL sAyd .
Juaby ue 1 13 PWIY3 el I
£3unoy J23uLbujy
3SL4NIND L1UOH 3sioishyd
3sL]eLoads J493uLbug
A3Yoraj juswabeuel J L3NRUOU] SY Juawd Lnb3 ueLjLiailg
‘P3 Ayg abuey 3s1bojouyoa] - J1U0u323|3 3sLa3RLYdASy
J3ayoea] 3sLletdacy LRI Lpajy bW 3stbojoyafsy
DU LIS 93 LIPL LN . 3stuayj 499utbu3 istdedayl
J403e4n) 3 S LwouoJby 3sLbojodouayzuy sa|eg [euoLjednaog
jusuwuLejaa3ul Leanyny : Abo |ouyda] s$31eg
pue  sjdy Ledduag _.400p3ng pue 9duUd LG pue [edL4d[) 3D LAUBS S| 8Ad7
. , . ssaulsng

“IONIIIS 0L QILVIFY SYITYYD




mvm<

)

'S, 3SAn o
d3)je3aue) ajenpedy, *S*H
ueLdLuydaj S93A0| du3 : 007 - ueyg mme
Jiydedsboloyq Adasany juepuslyy . f _ : :
dauired| 4032adsuj] [e3Ldsoy ) Al
Lewruy daqun AdeuLud] 3
Judwu LeILdIUT [e4nanj : Abo}ouyosj sajes .
pue sjuy |edauay 400p3ngQ pue 33uaLag pue [®3149]] . I LAABS JELER
: ssaulsng _
@)
2 39vd 3JUdLIS 03 pIL[3Y S433UPY) o=

E

i
3
iz
}
:




T caag. S
B 2 § VA T B L Ao
'4 : ' e Qe
: _ “S96L PasiAsy *0961 Ers_& "U0L3e |d0fSy aduBp Ny _sﬁzsoa Leuo|3ey
'Pod fuozbuiyseMm fruawdo|sAsg dsae) fur 910y S,43ydea) Byl ud||any 8330lpeY) pue ‘lyepiog °y sewoyl ‘Aa|scH ‘M ‘uosAuuay..
o mT J48Ysh S
. . 7.S403edadp | @3enpedy S ‘Y
. - "1 A03BARLJ ueyy ss?
| , fog .| - sdoyy|ag o
fog Ado) Jadedsmay SA3ALAQ EXRL Al
abeq Aueuqly | : : : SJ49{ppag S433404 upeay |.- T
i sjuaby pue -
i M SJ9SSBAUR) : :
i 9SNOH ‘
] - (Liod) - S4dAL4g sng | azeniedn *g°y
! ) “ SA9MI LAUBJ U] SJ3NIOM S
apLng , juelstssy : . : SJ49) [ eM snotb1|ay IIT \IP
wnasny AdRUQLT _ . B T 4004 © uawdd L |od S ,mu
35LU00348) - - . NEYNUEED JA3MILAJBIUT
40312a41( sd@dunouuy A5 esa|0ym © juswAo}du3 leatuyday
neaJng _ oLpey | . _ A usawsajes : 33 L49YS snid *S*H
NELLEN Sy43() meq | _ s 49|31 yueg 3A130933Q .
4033npuo) aeaq. | - - § u [BLI1440 Jueabiag - : I
Jnej ayz 40 ad13snp. I uotuq _ 371104 -
. . 403e4] Lgdy _ . w T
ue LaedqL : s4a4ng uewAbaa|) SN
J49340d9y - : " 3SAleuy AJae1a4233 . o
J403ejusuUMO]) SMoN , a 3o4ey YIWA - S
3S1D0[CLI0S . : 3SLWOU0I3 . -A0{3suno) 9A0QR 40 *G°'H
(s34e d130WRQ) 403 1p3 . . S3A13N23xX3 juaby -1°g9°4 ot
Ue LU0} SLH 1s1bojogLyd 3stbojodouyjuy ~|eLagsnpuj 3stbojoyofhsy b
sd03eun? : S4a/Ame] : | 3s1bojojuoajey Lettis0 . AINAOM .
wnasny | - ‘ sabpng B 3stbojoaeyduay | uauiuaanoy : ‘tetdog
JuBWU LRIUBIUT feanyingy - S ABoouyoa sa|es .
pue sjuay | e4auay ~Jooping pue 3dualdg pue . [ed1ual) 9J1A4BS ~ s|aAd
R . m : ssaulsng OB
w ‘ O—) .
. 5| g

. SIIONLS VIJ0S OL GILVIZY sWigwvd - <




and-directions to







EXPLORING CARFERS THROUGH MEDIA. AND .PUBLIC.ATIONHS "

‘. Included on the follow1ng pages 1s a. current b1bl1ography'l1st1ng
most of the Fommerc1ally prepared 1nstruct10nal mater1als wn1ch can be
used to help students explore the world of wor& wh1le they are st1ll
in the classroom.

No- effort was made to edit the b1bl1ography 1n terms of usefulness

to special” educat1on -programs because 1t 1s felt that teachers should

‘evaluate the mater1als arid purchase those mater1als wh1ch best fltf

themselves and their students.
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ORANGE COUNTY DEPARTMENT OF EDUCATION
CAREER GUIDANCE RESOURCE -

William H. Parménter Coordinator

- CAREER GUIDANCE MEDIA

The following list of mater1a1s is by no means -intended to be all 1nc1us1ve,
but is intended as an aid to anyone perusmg commercial materials for poss1b1e

<purchase

‘GENERAL REFERENCES

0ccupat1ona1 Outlook Handbook
Occupational Outlook Quarterly
. Dictionary of Occupational Titles’
Third Edition - Volume I
S ' - Volume II
Suppiement I
SuppIement Rt

. . /l.'.r .
_Amer1can Trade Schoo1s D1rectory
- Edocator§ Guide To Free
©~ Guidance Mater1als
?ffﬂCollege Blue Book
' 3 Volumes ‘
(kb))

. $6.25
-~ $1.50/Year

$5.00
$4.25

$2.75
$1.25

- $12.00

- $8.75

$67.00

_ Rando]ph w1scons1n:.§3956

- The College Blue Book

~ Sanford Station -
Los Angeles, Ca.. 90005

Superintendent of Documents
U.S. Government Pr1nt1nq 0ff1ce*
Nash1ngton D.C. 20402 :

‘ Croher'Pub1icatioﬁs :
-~ 211-05, Jamaica -Avenue -

Queens V1llage N.Y. 11428

Educators Proqress Serv1ce, Lw

P.0. Box 76327 .°

* Revised 10/71




" PRINTED CAREER BOOKS AND MANUALS FOR STUDENT USE
$ 1.95 (Each
" Paperbound)

_Vocat1ona1 Guidance Manuals

 Have 61 Manuals Regarding Careérs -
(1ie. = Acting, Hotel Industry, Public
Ré]at1ons, Etc.) ‘

"Careers In Depth" and "Aim High Vocational $ 3.99 Each
Guidance" Series
Numerous manuals regard1ng careers

Encycloped1a of Careers and. Vocational

Guidance 2 Volumes $21.65
Messner Career Books - 45 Titles $ 3.64 Each
State Occupational Gui des ‘ . Free

Mini-Guides ‘ :
Career Opportunities For Technicians L

And Specialists : $ 8.95 Each

‘~-Engineering Technicians or $35. 85/Set
- -Agriculture, Forestry angd 0ceanograph1c
~ Technicians. . ‘

-Health Technicians : ‘ A

-Communi ty Service ‘and Re]ated :

Specialists -
-Marketing, Business and Off1ce
: SpeC1a11sts

“Plann1ng My Future -.Grades 9-12 Text" $ 3.95

Finding Your ORBIT (Grades 6- 8)

-Worksheet. Format For Career Exp]orat1on $.80-$1.50 Ea.
, L ' ‘ - Depending upon -
quantity purchased

"Help Yourself To A Job" 3-Parts
(For useby special education,
- slow learners and under achievers

~ $1.50/copy

. (0") ._‘

For each part .

Page 2
Vocational Gu1dance |
Manuals

235 East 45th Street
New York, N.Y. 10017

Richard. Rosen Press, Inc.
29 East 21st Street

“New York, N.Y. 10010

G Ferguson Publishing

6 No. Michigan Avenue

~Chicago, Illinois 60602

Julian Messner = .
1 West 39th Street
New York, N.Y. 10018

State of California
Department of Human
Resources  Development
800 Capitol Mall
Sacramento, Ca. 95814

J. G. Ferguson Publishing
6 No. Michigan Avenue '

Chicago, I1linois ‘60602>;

-Amer1can ‘Guidance Service,

. Inc.

v,Pub11shers Bu11d1ng _
Circle P1nes M1nnesota 55

fChron1c1e Gu1dante -
~ Les Abramson, Representat1

(213) 431 7641

Finney’Company'
3350 Gorham Avenue =
Mtnneaoolys Minn. 55426



" Printed Career Books And Manuals For Student Use (Cont'd)

 "World OF Work," Occupations and Careers"
" "Your Job And Your Future," and "What Job For
Me" Series - Grade 7-12 - Price varies

~ Choosing Your Career (Grades 10-12) $1.50 Each
~ Learning Program -

" Life Career Game . $35.00

Life Career Game - - R $6.00

‘;JZRJi:‘ | ‘ ‘ : (68).

‘Pal. . to Un1f1ed School"

Page 3

" McGraw-Hi1l Book Co.

8171 Redwood Highway
Novato, Ca. 94947

Coronet Films o
65 E. South Water. Street
Ch1cago, 1111no1s 60601

western Pub11sh1ng Combany L
Robert G. Hard1ng, Representa;

tive _ o
(213) 329-3798

v. “rbara Varenhorst

District ‘
25 Churchill Ave
Palo Alto, Ca. 94303




fikaAREER it

’*.:Career.Desk.Toﬂ it (Senfor-High)
* (Junior Hig ) ) |

‘ﬂ‘_Occupat1onal Explorat1on Kit (OEK)
' Grades 9- 12

[,

Widening 0ccupat1onal Roles Kit
Grades 6-9 ‘

Job Experience Kits, Grades 8-72
(Problem Solving Approach With 20
Occupations)

~ Job Family Series - Grades 7-14
VIEW

Chronicle Occupational Briefs

- Bound-in 3 Volumes

Chronicle Desk Rop File

Col]e?e VIEW Deck - :
Will be publishing career mater1a1s
in same format shortly. .

R 0ccupat1onal Guidance Series

800 Career Descriptions Packaged in
5 Units

Career Folios - ;
" Folios qrouped in 10° career clusters
or sets :

‘ -Sextant Series - Career Kits and Manuals
. Junior or Senior High Series may be
_purchased - cost vary

tgHmmnRﬂaﬁOM Kit

Simulation kit designed. for 20
--. students with emphasis on human
relations in the world of work

'ROP Districts

$ 7.95/Set

$125.00
$114.00

$107.50

fage 4

Careers, Inc.
P.0. Box 135 =
Largo Florida 33540

Science Research Assoc
(SRA) - -

~ Boyd Lowe Representative fiﬁ

$158.50

$130.00

21.00

Free to'u ,
participating
Orange County

s 72.50 |

~$ 99.50
- $154.00 (Includ1ng

Viewer)

$85.00 (Excluding

$ 39 SO/Unit
$197.50 For
Complete Set

$100-$180
$169.50

(6)

" Orange County Departmeht of

,,Finney Company '

- ‘Gurney S. ‘McCasiand, Réo
- P.0. Box 568 - -

rMonterey Park Ca. 91754

',;Harcourt, Brace,
.Dean ‘Slocum, Representat1ve

o McGraw-Hi]] Book Company
- Richard M. Michaels,
Field Representative s
'(714) 830-8875

- 19521 Scobey Avenue

Gardena, Ca. 90247
§7l4 530-0138
213) 623-6739

" n

Bill Parmenter Coord1nator
Career Guidance

Education
834-3924

Chronicle Guidance - il
Les Abramson;,. Representat1ve
(213) 431 764] : Y

hardware)

Jovanov1c
(714) 545-8i63

Sextant Systems, Inc
3048 North 34th Street L
Milwaukee, H1scons1n 53210:n




CAREER "KITS" (Cant.) - | - Page 5

“World of Work" Training Kits ' Educational Resources
(includes cassettes, player, 24 ' 100 Gate 5 Road
student record booklets & in- . Sausalito, Calif. 94965
- structors guide) Ivy Fey, Representat1ve
- Gett1ng adob $153.00. (415) 332~1559 R
....Career Deve]opment Laboratory $210.000 - Educational Proaress :Corp: ..
Grades 8-13 - Robert G. Poor, Representa-j;
(By means of career surveys the - - tive - : e
.student is guided to 1 or more 17971 Alta Drive. = °
taped interviews) . , . - Villa Park, Calif. 92667
| | o - (714) 637- 2333 e
- Career Games Laboratory - ' $74.50 oo - o ," R A

Grades 8-13

~ (A semi-programmed exploration of
tareers related with the Career

- Development Laboratory) =

e . 70) - | o
ERIC - - | : (70) - _ o

[y ——




“FILMS (16mm 7 8 mm.)

““CAREERS - Doubleday - 16 mm
© 13 Films Super 8 mm

World of Work Series - Ster11ng
Films
15 Films -

CAREER PLANNING SERIES
- -What's_ Your Bag
-Do Your Own Thing In the Mechanical
Field
~ -People In the Soc1a1 Servi ces
-The Name of the Game is Sales

AIMS Vocat1ona1 Gu1dance

-"Are You Ready For a Job"

-"It's Your Future" .
-Series of 13 career films

~ Program 200-0100'VGS/Job ﬁe5cr1pt1ons "

_ Packaged as 6 - f1ve minute job
descr1pt1ons

"Your Job" Series - ‘
6 Films on finding JObS and
work att1tudes

- $130.00 Each

$ 98.00 Each-

$ 90.00 to

$135.00 Each .

$125.00 Each

$125.00
$150.00
$190.00 éach

- $300.00

$ 97.50 (B/W)

$195.00- (Color)

NUR

~ Coronet F11ns ..  o ',}
65 E. South Water' Street
Chicago, I]11no1s 60601;

Pagé 6

-‘Doubleday Mu1t1med1a

Robert DeFreitas,’ D1str1ct
-Manager

(213) 285-1074

l6mm - . -

' Bruce Sfuebinq

Photo and Sound Companv fﬁ

'“(714) 645- 1474 8mn

John Grace Representat1ve
(741) 492- 2462 :

" Stan Ostrom

Office-of Educat16n ,
County of Santa Clara

- 45 Santa Teresa Street -
~San Jose, Calif. 95110° ;‘

(408) 299-2441

AIMS Instruct1ona1 Mediaji

Services, Inc..

P.0. Box 1010 - e

Hollywood, Calif. 90028

L (213) 467 1171 ' "'f o
* Scope*Product1ons, Inc..

1461 West Shaw B
3Fresno,-Ca1if '93705-




"'SLIDES; FILMSTRIPS AND TAPES

““Votations: Medical Careers"
5 Series of 10 filmstrips each

"A Direction For Tomorrow"
-~ 7-Multimedia Kits

- Career Planning and Vocational
Buidance '
-Set of 9 career s1lent filmstrips

“Vocat1onal Dec1s1ons
3 F1lmstr1ps on the Horld of Work

‘ Gu1dance Associates Sound Filmstrips

—{Variety of. f1lmstr1ps -on-all-phases-.... . —-to

-~ of gu1dance)

' Pre-Recorded Tapes For VOCatidnal
Guidance - 50 Interviews

"You Ana ‘The World Of Work Series"
7 Slide tape lessons for related
instructions in work experience

" education

(1n EnngSh or Span1sh)'

\ | o (72)

$110.00/Set

$ 59.49 Each
Record Edition
$ 65.49 Each

Cassette Ed1t1on o

$ 6.75 Each
or '
$ 56.25/Set

00 Record

$ 31.
32.50 Cassette

$
$ 18.50 Each

$ 50.00 Each -

$ '5.50 Each

‘7§”i5 00 Each-
$315.00 Complete

Set

~ Chicago, IlllﬂOjs

--Dean- Slocum, Representat1ve~
f(714) 545-8163 e

;Imper1al Productions,.Ihc;

. Dr. Edward R Roberts
jD1rector. Career Developmen
Education - -~ -

- Santa“Ana Un1f1ed Sch001

405 French Street <
Santa Ana, Ca. 92701 =

Page 7

KI{MS Instructional
Media Services, Inc.
P.0. Box 1010 '
Hotlywoood, Ca. 90028

~ BOWMAR

Russel Dimacali Rep.
(213) 247-8995

' Denoyer reppert

5235 Ravenswood Avenue - .
60640 -

Society for V1sua1 Educat1on,
Inc. : o
1345 Diversey Parkway :
Ch1cago, Illino1s 60614

247 W. Court Street :
KanKaKee, Ill1no1s 60901

District -




" HARDWARE

Reauers - Use with VIEW Microfiim Aperture Cards

7“3 ‘Designate a 15X or 16X lense

Realist Vantage I

* DuKane Model 576-90

NCR 456-418

Dietzgen Filmcard Reader
No. 4305-15

"Mascot" - Bell & Howell
.. Suitcase.Type .. . ___ .

@3

$180. 00
$200.00
$199.00
$216.00

$190

Page s

Richard Corrales, Rep
(213) 322 8220

Coast Visual Educat1on R
Company

5610 Hollywood Blvd. -
Ho11ywood, Ca.-90028'

NationalTCash Register Co.
John G. McVerry
(213) 777-7864

Eugene. Dietzgen, Company
Ed Agee, Representative

- (213) 678-3761

. Les Phillips, Renresentat1vef
(213) 427- 7496




1. HARDMARE (Cont'd) . . | | " Page 9

, ‘Reader~Pr1nters | ' T
: ~.-Designate 15X lense and budget for paper ‘ T ;-
L6 . '
" Executive I $ 360.00 3-M Company :
- Executive II ‘ $ 525.00 Greg Guild, Representat1vo}
-~ "400" Reader-Printer $1,170.00 (714) 546 050\ :
:';-'Super“Smm-Projectors - Cartridge R - "~ Bruce Stuebing -
Fairchild or . Photo & Sound Comoany
Technicolor ' - (714) 645-1476
Filmstrip Projectors | B | Coast Visual Education Co {f
DuKane (Record) - ' $ 244.00 5610 Hollywood Blvd. o
Cassette) $ 287.00 Hollywooed, Ca. 90028
Production Equipment 4 o
: Sound On-Slide System $ 669.00 . 3-M Comoany g
i _..=For producing school initiated productions . Dick Sanders ‘N;;WM;MT
: ‘ (213) 38] 7772 L
k’i**)

. O
on]: KCD BY ORANGE COUNTY osnn'meu'r OF EDUCATION




h, SUGGESLIONS FOR BASIC COLLECTION IN CAREER LITERATURu FOR THE
CAREER GUIDANCE CENTER IN HIGH SCHOOLS COLLEGES & AGENCIES

..COUNSELOR MATERIALS

'Filingfcareer Literature

Every Career Guidance Center needs a file cabinet. to ‘store the
. extraneous but valuable literature which comes one's way after

being placed on enough mailing lists. I think the best plan is
listed below. ,

Bennett, Wilma - Occupations Filing Plan, 1968, Interstate Prlnters
and Puolishers, Danville, Ill. Around $5 00 .

An alphabetical plan with a built-in cross-reference system

and the flexibility necessary in the fast-changing job

world. Several copies should be ordered to improve the ;>? “i

"meff1C1ency .and flexibility of the vertical file.'““

Sources of Career Literature

1969 NVGA Bibllography of Current Career Information, Publication Sales,
— RKmerican Personnel & Guidance Assoc., 100/ New Hamrshire Ave,

N.W., Washington, D.C. 20009, $2.00 per copy pOot paid.

The only rating of career llterature. Contains the compila-
tion of listings from the Vocational Guidance. Quarter;x from
the. prev1ous three years- bes des a t onal entr1es. ;{.,
Includes the standards by which the ratings have been made.;._
Also has ratings of career films, and the standards which are;

used,

Vocational Guidancegguarterly - publ1shed by NVGA (See address under
, I969‘B16110graphy7’ $8.00- per year.- o BRI

Contains current ratings of career literature as well as
career films.= o S ‘

1971 Educators Guide to Free Guidance Materials, Educators Progres

- This is th1n on literature but fairly thick on films.
the pr1ce of $8. 75 plus 70¢ in postage. R :

‘Wbi"jth:

_»Counselor's Information Service, B'Nai B'rith Vocational Serv1ce, 1640
T ode Islan venue, .W., Washington,}D Cy’ 20036. $7 00

annually.

A quarterly annotated bibliography of the most recently

published career literature., Claims listing of about 250“

- per year,. Selection of items to be annotated by pro-; n
.fessionals.- A good buy. o R

"o




Federal Government Publications

Much of the information in the area of careers comes from the Dept..

of Labor. The regional office is U.S. Govt.Printing Office 450

Golden Gate Ave., San Francisco, Ca. The correct way to address a
.reqguest iss Information Office, U.S. Dept. of Labor,- Rm. 7533

300 N. Los Angeles St., Los Angeles, Ca..90012

Occugational Outlook Qgérterlx, U S. Dept. of Labor, U~ S. Govt.,
R rinting Oifice. _ -
Counselor's Guide to Manpower Information, U.S. Dept. of Labor,
: U.S. Government Priniing CITice. 51.00
Oécupational Outlook Handbook, U.S. Dept. of Lahor, v. s. Govt. ‘ |
Printing Office, %0. 50 S .‘ '
Dictionary of Occupational Titles o T
_ » The three volume set 1S $12.00 You would have to call 213- '

688-4,970 (Phone of Gov. Bookstore 300 Los Angeles St. u.Ss.
Govt. Printing Office.) - »

Stats Level Information:

The California Occupational Guides are the best reference
o source. You should receive at least two sets-one to set’ up
in loose-leaf binders and the other in the ‘career file.,r.

ATDRESS: Calif. Occupational Guides

Research # Statistics Section

Human Resources. Development :

800 Capitol Mall

Sacramento, Calif. 9581h

Amsrican Trade Schools Directory  $12.00 Groner Publications.
o o : - 211-05 Jamaica Ave
Queens - Village,N.Y.

- S o - - 11428 -
Educators Guide To Free . $ 8.75 ,'Educators Progress
Cuidance Materiai _ ' o - Service,Inc. = _
: - S | - Randol h, Wis.53936
| §olle§e Blue Book $67.00 The College Blue Book

oiumes . . B : . . P. 0. Box 76327
- . : ‘ Sanford Scation’
Los Angeles, Ca.90005
PRINTED CAREER BOOKS ‘AND MANUALS FOR STUDENT USE B :
Vocational Guidance Manuals ifj- $ 1.95 ea, Vocational Guidance'

Have 61 Manuals Regarding " Manuals
Careers (i.e. - Acting, 235 East Lﬁth‘Street

Hotel Industry,'Public ‘ _ : New York, N.Y. 10017 .
Relations, Etc.) L . S e . .

\"Careers In Depth" and "Aim Higu Vocational

- Guidance" Series - , ST
Numerous manuals regarding caroers $ 3 99 aa. Richard Rosen Press

‘ , 29 East 21st Street

B e e F e




'Encyclogedia of Careers and Vocational
uidance 2 Volumes
) $21.65 /
Messner Career Books - 45 Titles
. $ 3.64 ea,
State Occupational Guides |

Mini-Guides .
: Free

Career Opportunities For Technicians.

And Specialists $ 8
-Engineering .or $35.85 set
Technicians

-Agriculture,

‘Forestry and Oceanographic
Techniciais

-Health Technicians

~Community Service ana Related
-Specialists ‘
~Marketing, Business and Office
opeciallsts

"Planning My,Future - Grades 9-12 Test"-‘

. Finding Your ORBIT (Grades 6-8)
~Worksheaet Format For Career
Exploration

«95 ea,

J. G. Ferguson Publishi ng
6 No. Michigan Avenue
Chicago, 111, 60602 .

Julian Measner
1 West 39th Street
New York, N.Y. 10018,

State of California

. Dept. of Human Resources

Development .

- 800 Capitol Mall *

Sacramento, Ca. 95814

J. G. Ferguson Publishlng‘
6. No, Michigan Avenue
Chicago, Illinois 60602

American Gﬁidance Service
Publishers' Building
Circle Pines, Minn;V55014_v

Chronicle Guidance

',Les Abramson, Representative
(213) b31~76h1 ! -
$ 80-$1 S50ea.

Depending upon e
, quantity purchased

"Help Yourself To A Job"

3-Parts (For use by special B o

education, slow learners and
“under achievers) ’

"World Of Work," Occupations
and Careers"

"Your Job And Your Future,"
"What Job For Me" Seriea -
Grade 7-12 :

choosing Your Career (Grades 10-12)

Leerning Program 56 ea,

Life Career Game

e

and Price varies

‘Finney Company . |
3350 Gorhan Avenue ,

$ 1.50/copy Minneapolis, Minn,55a26
- For each part 4 \

Mcdraw;Hili §oek C. .
8171 Redwood. Highway
Novato,.Ca. 9L9LT

Coronet Films

. 65 E, South Water St. -

Chicago, Ill. 60601

Western Publishing Co.
Robert G. Harding,Rep-

.resentative

(213) 329-3798



' ’/Life Career.Game

: CAREER "KITS"

;f'/Career Desk: Top Kit (Senior :

High) (Junior High)

e Occu ational Exploration
Kit %OEK) Grades 9=12.

.'L/WIdenlng Occupational Roles Kit

Grades 6-9

Job Experience. Kits, Grades
8-12 (Problem Solving

Approach With 20 Occupatione) o
Job Family Series - Grades 7-‘h B

'5 ‘L VIEW

‘ROP.

Chronicle Occuyational Briefs

o - Bound in 3 volumes
v Chronicle Desk Rop ‘File.
e College VIEW Deck 5
; Will be publishing
career material.in same
. format shortly
V/Occupatlonal Guidance Series
800, Career Descriptions
Packaged in 5 Units

T
1

Career Folios -

Felios grouped in
lO career clusters or sets

$ 6.00

$125.00
$114.00

. $107.50

$158.5o

$130.oof

'$ 21.00

Free to R
participating

~Orang T
DistricGS',{“f'

e County

$'72'50
"$.99.50

Palo Alto!mpa, 9L303" -;f';-Ui

'Careers, Inc.

E (SRA ):Boyd. Lowe,Rep-
resentative:.
19521 Scobey Avenue

.- Career Guidance - SR
~ -Orange. County ‘Dey t of
‘-TEducation )

L ChroniclecGuidance; .
- Les Abramson, Representative
. T (213) b3a-76h1 ' =
$15h.00 (Including .

Viewer)

$197.50. For

Complete Set. .

Sextant Series - Career Kits ,

and Manuals Junior or Senior =

High Series may be purchased

$100-180

T4D -

cost varies

$ 85 00, (Excludin )
5 L hardware?

$ 39 SQ/Unit | fFinney Compan J—

~ Dean Slocum, Representative'i:

Dr, . Barbara Varenhorst
‘Palo Alto Unified Schooi

-Largo,

| 213

P 0.
WMonterey Park, Ca.9l75b

District
25 Churchill Ave.

P.O. Box 135
orida 335&0

Science Research Assoc.‘u

Gardena' .CaL 902‘&7
71L4) 530=0138
623—6739

.':"-F“",
Al S K
LK
n lr ’

Bill Parmenter,Coordinator

83&-39”

v,_f

Gurnpg . McCasland, Rep. =
(> &3 ‘

Harcourt, Brace,Jovanovich

(714) 545-8163

Sextant. ystems, Ince -
3048 North 34th St. o
Milwaukee, Wisconain 53210 ‘



iﬁFllms

:qHuman Relation Kit L 2169,50
=Similation Kit designed for S
20 students with emphasis on
“human relations 1n the world

_ of work._‘v,

t?World of. Work Training Kito
{includes.cassettes, pla er, 2l
.. student record bookiet

- instructors guides)

- : =Getting a Job
-0n the Job

$153.00
$2b9.50 o

”‘-Career Development Laboratory 3210.00

- Grades 8-13

- (By means of career surveys the

. student is guided to one or more
_taped interviews)

. Career Games Laboratory

t Grades 8-13.

(A semi-programmed ex=-

ploration of careers - .

. correlated with The Career
Development Laboratory)

$ 7450

 FILMS (16mm 7 8 rm.)
. CAREERS - Doubleday

13 Films $ 98.00 ca.
16mm Super |
CJWbrld of Work Series - ,1?5 90. 00 to'?ip”

:Sterling Educational
-15 Films -

. CAREER PLANNING SERIES

3 - =What's Your Bag

. -=Do -Your Own Thing In The
Mechanical Field :

- =People In The Social Services

=The Name Of The Game Is Sales

frAIMS Vocational Guidance o
" ="Are You Ready For
A Job"™ : $125, 00
- ="It's Your Future" $150.00
' =Series of 13 career films
: $190.00

i S

e

o'McGraw Hill Book Co.,w.;'

.. Richard M. Lﬁ.cn_aels,

.C‘Sausalitoﬁ

' Fleld Mai
(728) 33"“3

EducationaJ Resources __ﬁa L
100 Gate 5 Road = == =~ -
Ca,’ 9#965

Fey, epresentative

'_(hls) 35e-1359

i,»Educational Progress Corp.
-Robert G, Poor, Rep. - .
© L7971 Alta Drive . - °

$13o.oo ea.7:

: 3125.00 each = =¥'il o
- .- Office - of Education SRPPRRE SR
‘County of Santa. Clara

leoubleday Multimedza ,
- Robert: DeFreitas, District
.- Manager

-(213

.. Photo & Sound Company
“é?lh) 6#5-147h

_ ;;[u¢John Grace
:C;$135e00‘eao'f f‘: é

Villa Park, iCa. 92667
(714) 637-2333 .

‘Educational Progreés Corp.
‘8538 East’ 41st Bl
‘Tulsa, Oklahoma 74145

treet

: ‘1 ’,. .

285-107h :
Bruce Stuebing

:Re Pe
71b) h92 L62

Stan Ostrom

45 Santa. Tareﬁa St. S .

‘San Joseé Ca.. 95110

(h08) 29 2hhl

. AIMS Tnstructional Media -

Service, Inc.
P,0. Box 1010:

-Holl¥wood ca, 90028

(213 467-1171

pR



Program 200-0100 VGS/Job Descriptions $300.00‘ Scope Productions, Inc.
Packaged as 6 - five minute job L 1461 West Shaw
descriptions : Fresno, Calif. 93705

"Your Job" Seriles $97.50 B&W Coronet Films

6 Films on finding jobs -and $195.00 65 E. South Water St. .
~_work attitudes " color  Chicago, Illinois 60601 -

SLIDES, FILMSTRIPS AND TAPES 7

"Vocations: Medical Careers" AIMS Instructional
5 series of 10 filmstrips each. - $110/set  Media Services, Inc.

- A Directions for Tomorrow"
7 Multimedia Kits

$65.49/ea. (213) 2h7-8995
Cassette Edition .

Career Planning and Vocational - $6 75/ea. Denoyer-Geppert o
Guidance ' . 5235 Ravenswood Avenue
Set of 9. Career Silent . Fllmatrlps ’ $56.25/ea. Chlcago,_Illin01s 60640

Vocational Decisions _ : ' L

3 Filmstrips oh the World of Work  $31.00 Soc1ety for Vlsual oy
. ‘ * Record Education, Inc. -

$32.50 1345 Diversey Parkway. .
~ Cassette Chlcago, Illinois 60 L,

Guidance Ass001ates Sound Fllmstrips ;
(Variety of filmstrips on all:

phases of guldance) - $
Pre-Recorded Tapes for Vocatlonal $
GUIdanCB ~ 50 Interviewe ' °
"You and The World of Work Series" 3
7 Slide tape lessons for relatsd %
instructions in work experience Comp

education, In Ergllsh or Spanish.

HARDWARE

" READERS o
' Use with VIEW Microfilm Aperture Cards
Designate a 15X or 16X lens ,

 Realist Vantage I ° $

DuKane Model 576=90 $

T4 F

$59 49/eca. BOWMAR .
Record Edition Russel D1maca11 Rep.

P.,0., Box 1010

HollyWOod, Ca. 90028

$18. 50/ea. Dean Slocum, Rep.‘
(7lh) 5#5 8163 -

50000/33.0
5.50/ea.- Imperial Productlons, Inc~
. 247 W, Court Street
. Kankakee, Illinois 60901
h5.00ea. Dr. Edward Rc ‘Roberts - f B
315,00 Director, -Career Develop.
lete Set Education .
Santa AnaUnlfled School
District
1405 French Street
Santa Ana, Ca.

92701

ﬂRicnard Corrales, Rep.

180.00
s (213) 322-8220
200.00; Coast Visual Education Co.

5610 Hollywood Blvd.
| HOllYWOOd Ca., 90028



HARDWARE ( continued)
NCR 456-418

deetzgen Filmcard Reader‘:iﬁt -
NO. . 305-15 ‘

:"Mascot"d- Bell & Howell
. Suitcase type

' READER-PRINTERS

a”Executlve 1

'fExecutiveiII : :
©"Loov Reader-Printer-

’?FILMSTRIP PROJECTORS

(Record)

; DuKane
g (Cassette)

551nger Graflex
.-~ Audio Study Mate &
8 Auto-Vance Study Mate

;CLIDE'PROJECTORS |

Production Equipment
‘Sound On~Slide System
For producing school
inltlated productions

CoxCo/Municator

. Cassette Tape Recorder . '

and Programming Cassette Tape Record
: {for use with carrousel slide

SUPER 8 SOUND FILM PPOJECTOR

Super-S Sound Proaector
“Fairchild Seventy-31
: _Rear proJection screen

74

 $216.00

- $190.00

' projectors for sound/alide series.)

. $375.00 -

$199.00 National! Cash Register Co. -
. John G, McVerry S
: -(213) 77 -786L

Eugene Dietzgen Company
Ed Agee, Representative -
(213% 678-3761 e

.Les Philllps,

Rep. -
(213) b27-7b96

De51gnate 151 1ens and budget for: paper

$360.00 3-M Company
- Greg Guild, Representatlve :
$525,00 (714) 6#5-1&76 .
$1170.00 _ "
' $244.00 Coast Visual Education Co. .
$287.00 5610 Hollywood Blvd. SRR
R Hollywood, Calif. 90028 _
$120.00 Slnger Co/Graflex D1V151onf; v
Co - Western Region _ o
‘800 N, -Cole Avenue -
~Hollywood, Calif. 90038
$669.00 3-M Company
- Dick Sanders
,(213)..-~381—7772_ |
$185,00 'lCoxCo.

Cox Commun1cat10ns, Inc.
915 Howard Street
San Francisco, Ca,

Div. of .Fairchild Camera
and . Instrument Corp.

.94193 S

Fairchild'Industrlal’Prod;.w'if



TESTING MATERIALS

GATB -(General Aptitude Test Battery)

« S« Department of Labor Local source:
Manpower Administration HRD (Human Resources and
Bureau of Employment Security ' Development Department)

Washington, D, C.

SAAS -(Self Appra1sa1 and Assessment Structure)
Prepared by' Stanley R. Ostrom
Office of Education
L5 Santa Teresa Street
San.Jose, California 95110

' KUDER General Interest Survey
: Developed by G. Frederic Kuder

Edltor, Educational and Psychologlcal Measurement

Published by Science Research Assoc1ates, Inc.
: 250 East Erie Street
““Chicago, Illinois 60611

PIOTE - (Pictorial Inventory of Occupat10na1 Tralnlng Interests)
noer development by Tom Kosuth at Orange- Coast Jr. College_

OVIS - Ohie Vocational Inventory Survey
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. Bomar Seriea Do e L
K Birection’ for. ‘remrmw' S 65.,00/8et

'f'"Compass on for Peoplo" (Health
. Services)
_.”!he Nations Builders'" (Constructlon) "
- "THe Age of Electronics" . . L
. "Man-Bas Wings"’ (Civil" Aﬁ%mnm'{v/ﬂ' "
_"Cabbage to Kings" (Retailing) .o,
' "he Money ‘Tree” (Banking & Finance) "

'"Jobs for the Now Generation“7?1[35, oo

. Educational Dimension: Gareer Series - S
. "Careers in Fine Arts' . - :
T "Art Careers :u;_ Advert aix;g

‘_Tob Qgportunltles New (Set of 6) :
" "Requirements in the World of Jobs' .
... "Job Opportunltles in a Restaurant"
.. UJob Opportunities in a Hospltal"

' "Job Opportunities in ‘a Pept. - Store"
nJob Opportunities in a Supermarket"
‘v_"Ach1ev1ng Sucess in the World of Jobs"

Vocational Declsions (Set of 3)

" WAn Introduction to Vocation'" - 32.50/set ff'f Singer

“The World of Work" ‘ . T (Same' as above)
- "Counseling in Vocational Decisions" R TS -
‘*acareer Development Laboratory "“ 210.00/bet ' _;. Education Progress Carpi
. (60 tapes 1nterV1ews on casaettes) : ) — - 8538 East 418t Street -
(excellent) e S P Tnlsa, Oklahena 741#5
o . v. L e
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) Ex?mRATOkY' WORK'ZEXPERIEVNCE :

Estabhsh ‘some work statlons for students to explore through observmg ande "

' -"some hands -on. tra1n1ng. Contact admmlstrators regardmg on campus ‘p051t10ns

- 1n cafeter1a, mamtenance, and adm1\_‘51ons offlce. Off—campus stat.tons can. be

{'ﬂ estabhshed w1th local busmess and 1ndustry It .1s"‘bes:wt ‘make an. appoint

ment w1th the supervlsors 1nvolved in this program _-?andvexplam your. projec

":‘_A'-”_'obJect1ves, thus av01d1ng confl1ct and establlshmg 'more raining stations fo
‘-::,,,_-‘_the future,-.,,, o

Exploratory mrk statlons may evenfually open the.door.for, a "

.expenence JObS and permanent work for students after _,_graouatmn.

ek $0) o |

SR |



I

the’student's work experlence educat10n:act1v1t1es are: meanlng ul_ag_ make a

¥

51gn1f1cantf

handL




-

"Regular supervision must be provided by school official to insure that
the student's work experience education activities are mean!m'g'fbi and make a
significant contribution to vocational guidance.

Agreement must be reached by the school, the work station supervisor,
teacher/coordinator and parent covering items 1-7 of these criteraa.

.
3
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INTERVIEW RELATED TRAINING

One of the most important phases in preparing special education stu-
dentes tor the world of werk is that of prenaring s tudents for a job inter-
view, Teachers should lead the students through many different mock in-
terview situations. The mock interview cai1 be set up in the classroom in
various ways. It is suggested that the student be either video taped or
recorded on an audio cassette. After completion of the interview, the
tape should be played back and critiqued.

The California State Department of Education has published a guide
called "Sel:cting and Applying for Part-Time Jobs’ which should be used
as & teacher's guide to help plan and organize the training of students
for job interviews.

The following form is an easy way for teachers to lead their students
on mock interviews. It should be completed by the teacher after each in-

terview and filed in the student's folder.

(83)




PROJECT WORKER
Employment Interviewing Chart

" Name _ - Date of Interview
Position Sought Conducted by
EDUCATIONAL BACKGROUND
1. Level Attained High school
low grade high grade
2. Inteli:ctual accom-
plishments

3. Outside activities None Many, varied

4. Athletic abilities No sports —_——— e —— e . Varsity Competition

5. Subjects taken - Not job Highly suitable

JOB_EXPERTENCE

‘1. Past responsibilities None Heavy, varied

2. Skills Unskilled Competent Profes-
sional

3. Past accomplishments None Many

4. Career progress " None ' Steadily Upward

5. Motivation Happy with

routine Ambitious
6. Pertinence of past jcbs Low Highly suitable
SUITABILITY FOR AVAILABLE POSITION

1. Future ambitions . Unplanned, ' __ Realistie, Objec-
tive .

2. Reasons for applying No clear Qualified by past

Reason experience and de-

sire

3. Promotion potential None . _ ___ Highly promotable

(34)




INDIVIDUAL CHARACTERISTICS

1. Appearance Awkvard, homely Poised, clean-cut
2. Diction CGrammar, bad Well spoken, cul~
tured

3. Verbal facility Difficulty ex- Excellent
pressing self

L. Tone of voice ' Sharp, unplea- Pleasant and
sant Well modulated

5

5. Attitude Timid, nervous Confident, at ease

6. Grooming Badly dressed Well groomed, in

—— - ' good taste

SOCIAL RELATTONSHIPS

1. Family status Parents di-- - Enjoys home 1life
vorced, un-
stable home
2. Social interest None Outgoing, sociable
3. Outside interests None Many
4. Hobbies None Several active hob-

“.les
FINAL DISPOSITION
Circle One)
1; Rejec' '2) Hire on trial (3) hire with caution if no better cemdidate appears
L) Recommend (5) Recommend highly

Remarks:

(85)
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CALIFORNIA STATE DEPARTMENT OF EDUCATION
Voruational Education Sectiou

Work Experience Education

Instructional Unit B-1

SELECTING AND APPLYING FOR PART-TIME JCBS

Content Outline

The followi:.g content ~u%line is includel as an overview »f the content of tkis
unit and is not intonded as a teaching procedure cr for instraectional purposes.

1. Matching the person t- the job
A. Your interests and those of the cmployer are the same
B. Wha* are the gualifications of the jou?
C. What gqualifieztions d: you have to offer an employsr?

1I. Qualitiecatiasn
A. Irterest
B. Strong desire "o work and lear* tte business
C. Previouss wurk rxperierne indicstes:
1, You uwisrstand what it is ‘o work for pay
2. You arg able to work with others
3. You are able to produce
L. You ar~ used %o 10--ow1rg ingtrurtions and dirreticns
D. Speriiiz eduest
~n

E. Wize w5~ of 1oisure ?i?m and ﬁo1m;n1ty purticipation
FP. Good healin and prrsonal habits

B. Personal reputation

H. Porsonal appesraste and maoners

i n
I. Spenisl owills aud Aatilities

I1I. Praparing for a per-cnal irterview
A. The persoral rzviow
1. Revicw vour gualifications and background so0 you ean give
themn o an »mployer
T, Taizr irTformatics is aecessary iv
applicaticm ara anoswsr questicus abcuz Wi
B. BSezuring sn appcintreat for ar intsrview
1e By telephornn
2. By Mail
3. Tnrough your oo rdiaatur
C. Filliug iv *the applicaticn 1

order to fill out a jav
aurself.

Iv. The persoral ivierview
A. Arrive or. time
B. Greest the interviewer with a smile
Ce Stake Tauds wit]
D. Call interviewsr by ruame
E. Relax
F. Be a good ligtensr
G. Let the interviawer terminate the interview
He Leave a:dditional perzomnal data with the iunterviewer

V. Types of irterviewrr. you might mest
A. Cooperative frisndly inrterviewers
B, Cold formal irterviewers
C. '"Open-end" type interview
D. Questions frequently asked by inierviewers

Source: Coordinators Guide for Occupational Rela*ions, University of Minnesota
e




Instructional Unit B-1 Page 2
SELECTING AND APPLYING FOR PART-TIME JOBS

Content Qutline - Continued

VI. Eraluation ard follow-up o1 the jJjot interview
A. Importanre of the f2l.ow=up
B, Types of follow=up &riivities
C. Analyze your interviews and improve your tearhniques

Sour~=: Coordinators Guid~ for Onecupationali Rolatiors, University of Minnescta

(%)
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o " CALIFORNIA STATE DEPARTMENT OF EDUCATICN
Vocational Education Section
- Work Exp~rience Education
MCm v vl e . Instructional Unit B-4

LR SN - . uwta

SELECTING AND APPLYING FOR PART-TIME JOBS

Tne Bersonal Interview

Usually. wra*t tzkos piace at the personal interview determines whether or
not you are offeredi Lhe position. Check over the following steps before you plan
to talk to a prospective employer.

BEFORE THE INTERVIEW

Py
.

Find out *ne& rname of the person who will interview jou, so that
you zan use it wren tailxing with rim.

2. Obtaic permission *o use the rames of those you plan to give as
references.

3. Anticipate som: o1 the questions you are likely to be askei and
te prepar:d o anusweor them.

4. Check your zprpearance. The interviewer will b=gin to form tis

gereral imprission of you the moment he Tirst sees youa.

DURING THE INTERVIEW

i- B2 on tim~.
2. Go aioi=.

5. While waiting your turn in the outer otffice, tehare in a business-
like munucr.

. At the start of tie intervieow, introdurz yoursel{ and state the
position tor whi<h you are applyiug.

5- Remzain ztanding unvtil you have been asked to sit down.
6. Let the in*tar-iewer do the talking.-
7- Try to appear w<ili poised.

8. If you ha~» hLad previous experience, do not eriticize vour former
employer .

9. Tue ivterorewsr 41l usually ask if you have ary questions. This
is your Jhanzs to findg out more about your duties on the job.

12. Tre intsrviewer will usuaily indicale when the interview is over.
DON'T FORGET: Thanx him!!!!!

AFTER THE INTERVIEW

It is good policy tc writs a short note thanking the interviewer ior
tis vime and reminaing him of your interesit in the job.

Q (83)
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CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section

Work Experience Education

Instructional Unit B-2

SELECTING AND APPLYING FOR PART-TIME JOBS

Questions Frequently asked During the Employment Interview ~- As Reported by 92
Companies Surveyed w=

i~ What are your future vocational plans?
2. In what school activities have you participated? Wwhy?
Which did you enjoy the most?
3. How do you spend your spare time? What are your hobbies?
4., In what type of position are you most interested?
5. Wny do you think you might 1ike to work for our company?
6. Wna*t jobs have you held? How were they obtained and why did you leave?
7. What course did you like best? Least? Why?
8. Why did you choose your particular field of work? Likes or dislikes.
J. How did you spend your vacations winile in school?
i0. What do you know about our company? Know its moneymaking prospect,
business reports.
1~ Do you feel that you hare received a good general training?
2. What qualifizatrions do you have that make you tfeel that you will be suc-
cessful in your field?
3. Wha~- extracurricular offines have you held?
4. Wha* are ideas oo salary?
5. How do you feel about your Tarily?
6. How interesied ara you in sports?
- Can you forget your educaiion aund start from scratqh?
i6- Do you prefer an speciflic geographic locations? Why?
i9. Do vou have a girl? Is it serious?
20. Hew muck monsy do you hope Lo carn ar age 307 357
2. How 4id you decid= 1o g» to *nis particeular school?
2z, How did you rank in jour graduating <iass in kigh school?
23. Do you think that jour extrarucricular activites were worth the time
you devoled to them? wWhy?
Z4.  What do you thisk determines a mwa's progress in a geod company?
Z7. What porsonal -haracterisiics are necessary for success in your chosen field?
=zb. Wuy do you taink you wozld like thnis particular type cf job?
Z7- What is your fatbzr's occuzprion?
0. Toil me ztout your hons Iife during ike time you were growing up.
9. Are you looking for a perzunzat or fLemporary jok?
Q. Do you prefer working witl: others or vy yourself?
31. Who are your best friends?
S52. Woal kind of boss do you prefor?
35. Arc you primarily in.esrasted in making money or do you feel that service to
your feliow man is a 3atistartory accompiishment?
34, Cun you take instructions without teeling upset?
35. T211 me a stroy! -(Sznd Pebole)
36. Do you iive with your parents? Which of your parants had had the most pro-
tound infiuence on you?
37. How 4id previous employers *treat you?
38. What have you learned *rom some of the jots you have held?
39%. Czn you get recommeniations trom previous smpioyers?
40. What intecrests you about our proiuct or service?
47, What was your record in military service?

(83)
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Instructional Unit B-2 Page 2

SELECTING AND APPLYING FOR PART-TIME JOBS

Questions Frequently asked During the Employment Interview - Continued

L2,
L3,
Ly,
bs.

L6,
47.
L48.
49.
50.
51.
52.
53.
5k,
55.
56.

57,

58.
59.
60.
61.
62.
63.
6L.
65.
66.
€7.
€8.
€9.
70.
71.
72.
73.
7h.
75
76.
7.
78.
79.
80.
81.
82.
83.

Do you feel you have done the best scholastic work of which you are capable?
What you know about opportunities in the field in which you are trained?
How long do you expect to work?

Have you ever had any difficulty getting along with fellow students and
faculty?

-What is the source of your spending money?

Have you saved any money?

Do you have any debts?

How 0ld were you when you became self-supporting?

Do you attend church?

Do you like routine work?

Do you like regular hours?

What size city do you prefer?

When did you first contribute to family income?

What is your major waakness?

Define cooperation! .

Will you fight to get aheard?

Do you demand atitention?

Do you have an analytical mind?

Are you eager to please?

What do you do to keep in good physical contition?

How do you usualiy spend Sunday?

Have you had an serious iilmess or injury?

Are you wiliing *o5 go where the company sneds you?

What job in our company would you choose if you were entirely free to do so?
Is it an effort for you to be tolerant of persons with a background and
interests different from your own?

What types of books have you read?

What types of people seem to '"fub you the wrong way"?

Do you enjoy sports as a participant? As an observer?

What jobs have you enjoyed the most? The least? Why?

What are your own special abilities?

What job in our company do you want to work toward?

Would you prefer a large or a small company? Why?

What is your idea of how industry operates today?

Do you like to travel?

How about overtime work?

What kind of work interests you?

What are the disadvantages of your chosen field?

Do you think that grades should be considered by employers? Why or why not?
Are you interested in research? ‘

If married, how often do you entertain at home?

To what extend do you use liguor?

What have you done which shows initiative and willingness to work?

Source: Frank S. Endicott, Directur of Placement, Northwestern University
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CALIFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Section

: ) Work Experience Education

et Instructional Unit B-3

SELECTING AND APPLYING FOR PART-TIME JOBS

why You Fail Your Iuter—iecw

Negative Factors Evaluated During the Employment Interview and which Frequently
Lead to Regjection Qf the Applicant.

1a
2.
3

.

2

3

IO NG O\
’

—_—
.

T
12
3.
14,
15.
i6.
7
i8,
19.
20,
Zlin
22~
23.
Zhia
25,
eha
27 -
28 .
29.
30.
41,
32.
33.

-

oHa

33,

40,
b1,
Lo
43,
Ly
45,
46 .

ERIC

Aruitoxt provided by Eic:

Poor personal appearance.

Overbearing-~overaggressive--conceited "superiority complex'--knowing-it-all.
Inablility to express nimseli clearly--poor voice, diction, grammar.
Lack of planning for career--rno purpose and goals.

Lack of interest and enthusiasm--passive, indifferent.

Lack of confidence and poise=--nsrvousness--ill-at-ease.

Faiiure to participate in artixities.

Oversmpnasis on money~-interest only in best dollar offer.

Poor scholastic record=-~just got by.

Unwilling to start at the bottom--expects too much too soon.

Makes excuses-=-evasiveness~hedges on unfavorable factors in record.
Lack of "tact."

Lack of maturity-

Lack of ~ourtesy--ill mannered.

Condemnation of pas® employers.

Lack of sorial understanding.

Marked dislike for school work.

Lavk of vitaiity.

Fiils to look inteiviewer in the eye.

Limp. fishy. nand~-shake.

Inderision. '

Loafs during vacations--lakeside pleasures.

Unrappy married 1ife.

Fristion with parenis-

Sioppy appliecation blank-

Merely shopping arourda

Wanzs job onuiy for zhcrt fime,

LittZle seoze of humor.

Lack of knowledge of field ot specializatiorn.
Parenis mak: decisions Tor hiim,

No interesi in company or in industry.
Emphasis on whom he krnows.

Unwillingness to go whers we send him.
Cynical.

Low maral standards.

Lawy.

Intolerant--skrong pre judicess

Nzrrow interests.

Spends much time in wmovies.

Poor Landiing of personal finances.

No interest in community activities.
Inability to take criticism. .
Lack of appreciation of the vzlue of experience.
Radical ideas.

Late *to interview without good reason-

Never heard of company.

@)



CALIFORNIA STATE DEPARTMENT COF EDUCATION
Vocational Education Section

Work Experience Education

Instructional Unit B-3

SELECTING AND APPLYING FOR PART-TIME JOBS

Why You Fail Your Interview ~ Continued

k7. Failure to express appreciation for interviewer's time.
48, Asks no questions about the job.

49, High pressure type.

50. Indefinite response to questions.

Source: Frank S. Enditott, Director of Placement, Northwestern University.
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Instrustional Unit B-6

CASE PROBLEM:

Pere was a senicr in high school. He had rever worked before but his
parents persuaded him o participa*e in the work experience education program;

they 1eit it would be well tor him to earn tis own spernding money.

Pzte's f{atner is a company s=xerutive and holds a high-paying position.
Pete was not happy that he would be adoing stockroom work, but through ex-
planations by the coordinator he realized that it isn't easy to start at a

higher ievel.

Jobs were scarze and the departmenti store where he applied had many
applications for anm open part-time position. Fortunateliy, they decided to
hire him as a work experience =ducation student if he was qualified for the
position. An interview was arranged and Pete appsared on time, dressed well.

Everything went smoothly until salary was discussed; he stated that it

was not enough for the work he would do. The interveiw was terminated immedi-
ately and another applir~ant was hired.
1. Why might Pete have felitr the salary was too low?

2. Were his reasons scund?
3. How might he have viewed it as acceptable?

(49




CALTFORNIA STATE DEPARTMENT OF EDUCATION
Vocational Education Secticn

Work Experience Education

Instructional Unit B-5

SELECTING AND APPLYING FOR PART-TIME JOBS

'‘CASE PROBLEM:

George was a senior at Woodale High School. He completed the auto mechanics
courses and planned to take work experience education during his senior year. He
was well groomed, and his outgoing personality helped him to be well liked by other
high school students.,

George's coordinator referred him to a large automobile parts store for a job.
After an interview, George was told he would be notified within the next few days.
He was to be a trainee for the job of parts salesman, in which he would be meeting
the public¢ and dealing with problems. When he left the office, he was somewhat
dissatisified with the salary offered. At the same time, he knew that it was better
than the salaries many other work experience education students had been offered and
that he would probably not have opportunities for other interviews. The job did
sould challenging, and he thought he would like the person with whom he would work
while in training.

Several days passed; George had not heard from the wholesale parts company.
He called and demanded to know why he had not heard., and added that he knz=w he
was qualified for the job. He was immediately eliminated from the list of prospec-
tive employees and told the position was no longer available.
-~ How might George hatve better found out what he wanted to know?

2. Why was George's attituds particularly undesirable for this jeb?

3- How might George have changed his attitude to appear mors acceptablé
“to the wholesale auto parts company?

@a3)




MOCK INTERVIEW (VIDEO TAPED)

an outline

Ma terials:

1. List of most ofter asked gquestions.
2. Desk or table setting

3. T.V. Camera, Recorder, Monitor

4, Interview Form (teacher)

"5, Secretary Set-up where students check in.
Me thod:

1. Have three or four students check in with the secretary and have a seat.

2. Have student fill out application while waiting. (He should use the
Student Data Card.)

3. Teacher or professicnal interviewer c¢all student in one at a time.

4, Student tapes interviews.

Critigue

1. Interviewer goes over his reactions with the student before either sees
the tape.

2. Tape is played for entire class and critigued.

3. Tape can be critiqued individually with student.

Do as many as needed to change student interview behavior.

(o oy
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MOCK TELEPHONE APPLICATION OR INQUIRY

Format of Call:

1, Student identifies himself.
2. States nature of Call.

3. Asks for an interview.

4. Repeats:

a. Man's name to see

b. Date of interview

c. Time of interview

d. Address of employer

e. Direction from his house to employer

5. Thanks receptionist.

Materials:
1. Tist of Format of Call
2. Desk or table setting
3. Audio Recorder
L. Mock employer (or secretary)
Method:
1. Have student find job of interest from '"Want Ads"
2. Play like calling for interview.
3. Teacher responds on other end.
4. Student tapes total conversation.
5. Teacher critiques.

(95)




PERSONAL DATA SHEET AND CARDS

The examples enclosed can be modified for use in your particular classroom.

The personal data sheet can give teachers and aides a better idea of what
kind of job a particular student will find success in.

The data card is designed to fit neatly into a student's wallet and will
make filling out job applications much easier and more meaningful to the
student. .

For students who seem apprehensive about filling out job applications,
it might be helpful to ask some of the employers in your community for sample
applications. These can be used in the classroom and as examples. Mak: up
some copies of these forms and let students practice filling them ouc¢ with

the use of the "pocket data card."

(av)




Job related
High Schoo! Subjects

HIGH SCHOOLS
ATTENDED

Name

City

Narbe

City

GRADE SCHOOLS
ATTENDED

Name

City

Name

City

Name

Clty

Are you taking Medication
What

Major Di

Major Accidents —

PERSON TO CONTACT iN CASE OF EMERGENCY:

Name

Pe,fbona\ Dats Cavel
PERSONAL DATA CARD
Name
first middle last
Address
Street # City State Zip
Telephone Orivers License #
Social Secur ity Number
Buthplace
Birtludale ! Heignt Weight .
Momh  Day Yoor
Motliet s Matden Name
Father's Place of Employment
Address of Father i
Street # City State Zip
Mother's Place of Employment
Address of Mother _
Street # City State Zip
Relerences: 1. /
Name Occupation
Street # City State Phone #
2.
Ny Occupation
Street 4 Cly State Phone #
3.
Name Occupation
Street # City State Phone #
Company Name
of former S, oyer
j /
Street City State
Supervisor -,
Company Noanwe
ol foumer ooy e,
/ /
Stroet City State

Supwry s

ERIC

Aruitoxt provided by Eic:
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PROJECT WORKER .VIDEOTAPE CATALOG

In 1969, under the provision of E.S.E.A. Title VI-B, the Fullerton
Union High School District has been video taping work stations in indus-
try. video tapes are made to train students for specific jobs which
have been offered to them from pre-selected employers in the community.
The video tapes are designed to train handicapped studenfs in specific
ways so that they can master the entry level skills necessary to com-
pete with the regular working population for jobs. |

Through the current Title VI-B dissemination érant the Fullerton
Union High School District in conjunction with the State Department'of
Education has made these tapes available at no cost to the'diétricts ’
attending the Project Worker workshop throughout the State of Califor-
nia. |

The following is a catalog listing Project Worker traiﬁing video
tapes. Included in the catalog are briefdescriptienéof the vi&eo
tapes, and information'en how to orderffhevvideo taﬁes.‘eﬁﬁeleseerievfhe;
addendum are examples of teacher's guiaesvwhich’acc%hbeny“fhe;ﬁ;ejectr-.
Worker video tapes, examples of bbllpts wh1ch were wrltten.to prOuuce {f“we
the tapes, and examples of-the Job analyses whlch the scrlpts were '

written from.

(3%)




VIDEOTAPE |
L

PROJECT WORKER

A WORK _TUDY PRGGRAM

Originally funded
under £S.EA Title SI-B
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PROJECT WORKER
INSTRUCTICNAL MATERIALS ORDER FORM
SAMPLE FORMS

To order individual items, fill out one form for each item desired,
as shown below.

CONFIRMATION
DATES

COMPLETE & FORWARD AlL COPIES
1O AUDIO-VISUAL DEPT,
Use complete |Tmic Use compieTt CaraLoG Tiee

catalog / cA j‘__ /A 3. ¢.

number. 1

(Title not DATEIST WANTED DISTRIBUTOR TYPE OF Wnut

necessary) /ﬁ -// p//”c w‘;/mw
Include AV or ALTERNATE DATE(S!H S£CHOOL
CV format 0 —-/F //5/;/'/5 . .

(If video §

tape) |l ma1qr 01 will be ued by TR olher 1gochers.

foto) numbee of closs grovps this moleriol will be vied with #
onpL ;: oo 'vgunul APPROVED Y (DEPARTIMINT CHAIHMANE AVTNORIZED ay IPRINCIPAL)

SA777H

MATERIALS MUST ‘
BE SENT TO: On — Vio

! Speciy acluol daies moterol ordesed will be 3. This form conioins 5 copies, print with boll pornt
vsed pen. Press hoed 03 lost <Opy 13 eaturned 03 con-
firmotion of your requested datels).

AUDIOVISUAL OFFICE USE ONLY

FULLERTON UNION HIGH."SCHOOL DISIRICT
INSTRUCTIONAL MATERIALS ORDER

2 Ouder only one .tem per foem

To order a complete set, fill out one form for each complete set
desired as shown below.

CONSIRMATION
DATES

ORVE 1N 1D ]
COMPLETE & FORWARD ALL COPIES
710 AUDIO-VISUAL DEPT.
Use complete [iivte-use compiere catatos rte

title of %/‘7072"—4- MAID - COMPALETE SE7

n rmlr,u LY
e

TR

(Catalog

numbers not DATEIS! WANTED OISTRIBUTOR TYPE OF MATERIAL
it gy | owe LY.

AV or CV ALTEANATE DATE S V
format (video{ /@ =/, BPHJ

tape)

[/‘ m‘..n be uied by othec ivochers
NUMNER

To10! number ol clo1s groups this maleriol w.ll be uied with ¢
ongo 8y gguu(m APPROVED BY (DEPARTMENT CHAIRMAN] AUTHORIZED MY [PRINCEPALE

SArI7H

MATERIALS MUST .
BE SENT T10O: On — Va

I Swpecdy octuol doies molera!l ordered will be 3 Thisform conloins 5 capies, peint with ball point
pen Press hord os los) copy «s returned 03 con-
firmohion of your cequested dorels).

INSTRUCTIONAL MATERIALS ORDER

AVUDIC-VISUAL OFFICE USE ONLY

FULLERTON UNION HIGH SCHOOL DISTRICT

visd.
2 Order only one itam per form
v

Obtain Instructional Materials order forms from campus Audio-Visual Clerk or the
DlStI‘lCt Instructional Materials center. Forward completed form to "Project

EKCT' - DIMC;" retain goldenrod copy for your file.
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PROJECT WORKER
VIDEOTAPE LIBRARY

~Occupationel Group Code

Food Services
>
Domestic Services

Medical Services

Sales Services

Clerical Services

Packaging and Material Handling

Agriculture

Graphics and Printing

Structural and Construction Trades

Processing
General Manufacturing and Assembly

Machine Trades

General Mechanical Services
General Electrical Services
Automotive Services

"Not Applicable”

Related Skills

Miscellaneous Occupations

Loty
.

Page 2
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PROJECT WORKER
VIDEO TAPE LIBRARY

NUMBER LEGEND

OCCUPATIONAL GROUP
TYPE OF BUSINESS

COMPANY USED AS SUBJECT

JOB BEING TAUGHT
SPECIFIC SKILL

TYPE OF TRAINING TAPE*

SEGMENT OF GIVEN TRAINING

| , |
W B 6 -6 A 1, 1

General Duties

Job Overview

Engine Tear-Down

Mechanics Helper

D & K Truck and Auto

Garage

Automotive Services

*NOTE :
Project Worker has 5 types of tapes: CODE DESCRIPTION *

1l - Job Overview

- Skill Application

- Skill Drill

Student Performance
- Miscellaneous

U W
|
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PROJECT WORKER
MISCELLANEQUS MATERIALS

Audio-Visual materials (other than videotapes) will be
made available in the future. These materials can be used
instead of or in conjunction with Project Worker Videotapes
for job and skill training.

When ordering these materials please use the following
procedures:

1l - Order by JOB TITLE and SUBJECT.

Example: In the order form box "TITLE"
—— put the Job Title and Subject.

CONFIRMATION
DATES

orsimautiow s .- NI M ORIGINATGOR.,
CAlALOG NUMBER | —

i COMPLETE & FORWARD AlL COPIES
|_TO AUDIO-VISUAL DEPT.

WAI-RESS Menu Word Reading
o Tg?“"%ll(.
... |CASSATIE

2 - Indicate the TYPE OF MATERIAL. ————:T

Example: In the order form box "TYPE OF MATERIAL"
please put the appropriate material code
as indicated in the listing.

* When ordering an Audio Tape be sure to
indicate your preference for Cassatte or
Reel tape.

CHOOL DISTRICT
IALS ORDER

Wi

MATERIAL CODE MATERIAL CODE

SlideScececeossecsces S FilmstripPeeeceeeeceso FS
Audio-Tape.ecececeecoess AT Transparencies...... T
Film ~ 8 MMeseescees F=8 ChartSe.cceeeeceeces C
Film -16 MO.eeveeoes F=16 ' Phonograph Record... P




MISCELLANEOUS MATERIALS

N

Page

(Skill Drill)

TYPE OF CORRESPONDING
JOB TITLE SUBJECT MATERIAL CODE | VIDEOTAPE NO.
CASHIER Learning Prices and S / AT Relates to these
Writing Food Orders Segé;;éER GIRL
(skill Drill) CASHIER
WAITRESS
" LIBRARY CIEBRK Figuring Overdue Relates o the
Fln?; S/ AT Library Clerk
(Skill Drill) Series.
WAITRESS Calling Food Item :
orices AT Relates to the
* * Waitress Series.
(Ski1l Drill)
WARF:IOUSEMAN Reading Labels on _
AUSTSTANT Tood Items AT (IA0-0A1.1)




FOOD SERVICES

JOF TITLE: Bus Boy

] COOPERATING '
PYEl O CTAPK ~ SUBJECT COMPANY SEQ. | LENGTH CATALOG ::C.
Overview ——— Pancho Gorto 1 25:00 AARZ=0A" .~




SJOR TR

ook

1'00N SERVICES

COOPERATING °
TYPE OF TAPE SURJECT OMPANY SEQ. | LENGTH | CATALOG :i7.
Overview -— Carl's Jr. 1 7:41 AAT=CA1.1




JOR TITLE: Counter Girl

FOOD

SERVICES

——

TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG XNC.
i COMPANY
Overview - Carl's Jr. 1 12:30 AA1=141.1




FOOD

SERVICES

JOB TITLE: Dining Rocm Hostess
TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG NO.
COMPANY
Overview —-—— Carl's Jr. 1 17:00 AAYSCA" . C
Overview Méking Set-Ups Carl}s Jr. 1 19:00 AAT-0OR". "
.Overview lLettuce & Tomato
Preparation Carl's Jr. . 1 8:00 | AA1-0C1.1



FOOD SERVICES

JOR TTITLE:  Kitchen Helper

TYPE OF CPARE SUBJECT COOPERATING SEQ. | LENGTL IAT0G '3,
COMPANY

Overview —— FUHSD Commissary 1 10:CC | ABC=Ti.

Overview —— FUHSD Commissary 2 10:5C ABO-CA . Z




JOB TITLE: Waitress

FOOD SERVICES

TYPE OF TAPE SUBJECT COOPERATING SEQ. |LENGTH | CATALOG NO.
COMPANY

OverQiew - Alphy's 1 17:20 AAD-0A1. "
Skill Drill Food Identification Alphy's 1 17:00 | AAO-OA3.1
Skill Drill Food Identification Alphy's 2 25:00 | AAO-OA3.2
Skill Drill ﬁenu Abbreviations Alphy's 1 15:00 | AAO-OB3.1
$kill Drill Menu Reading Alphy's 1 28:20 AAO-063.1
Skill Drill Menu Reading Alphy's 2 27:00 | AAO-0C3.2
Skill Dyill Waitress Dialogue Alphy's 1 18:00 AAO-0D3."
Skill App. Preparing Fountain

Items Alphy's 1 16:30 | AAO-OE3.1




JOR TITLE:

Hotel Maid

DOMESTIC SERVICES

TYFE OF TAFE

SUBJECT

COOPERATING
COMPANY

SEQ.

LENGTH

CATALOG liC.

Overview

Disneyland Hotel

21:15

CAO-04A"."



DOMESTIC SERVICES

JOB TITLE: Motel Maid

TYPE OF TAPE | SUBJECT " COOPERATING SEQ. | LENGTH | CATALOG NC.

COMPANY
.
Overview ——— Fullerton Travelodge 1 7:30 CA1-0A1 41
Overview —— Fullerton Travelodge 2 7:16 CA1-0A".2
Overview —— Fullerton Travelodge 3 8:15 | CA1-OA1.3%
Overview — Fullerton Travelodge L 10:40 | ca1-0A1.L

Skill App. Bedmaking Fullerton Travelodge 1 8:25 | CA1-0B2.1




MEDICAL SERVICES

JOB TITLE: Nurses Aide
TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG NO.
COMPANY
Overview — Anaheim Conv. Hosp. 1 25:30 | DAO-0OA".~
Sikill App. Bedmaking Anaheim Conv. Hosp. 1 18:50 | DAO-OB2.~
Skill App. Hall Cart &
Feeding Anaheim Conv. Hosp. 1 11:17 | DAO-0G2.1




MEDICAL SERVICES

JOB TITLE: Central Services Technician

TYPE OF TAPE SUBJECT COMPANY SEQ.] LENGTH | CATALOG NO.

Skill Appl. Placing Linens on R .
the Shelf. St. Judes Hospital 1 2:00 DB1-1B2.1
Skill Appl. Folding Towels and | gy judes Hospital | 2 | 2:00 | DBL-1B2.2
inens.
Skill Appl. Felding Tapes and . .
Sponges. St. Judes Hospital 3 6:30 DBl-1B2.3
Skill Appl. - Folding 54% Inch . . . .
| ) Wrappers St. Judes Hospital L 6:30 DB1-1B2.4
Skill Appl. Folding Leggings St. Judes Hospital 5 5:3%0 DB1-1B2.5
Skill Appls Folding Spinal and : . . -
Eye Sheets St. Judes Hospital 6 8:20 DB1-1B2.6
Skill Appl. Folding and Making X . _
Head Drapes St. Judes Hospital ? 6:30 DB1-1B2.7
'Skill Appl. Major Pack Assembly St. Judes Hospital 8 10:%0 DB1-1B2.8
Skill Apple. Eye Pack Assembly St. Judes Hompital 9 7:00 DB1-1B2.9
Skill Appl. T. and A. Pack St. Judes Hospital |10 3:00 DB1-1B2.10

Assembly (for
Tonsil Operation)




JOB TITLE: Cashier

SALES SERVICES

TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG INO.
COMPANY

Overview — Zody's 1 7:23 FAO~0A1.1

Skill Drill Cash Register Zody's 1 FAO-0A3.1

Skill Drill Check-Out Procedures Zody's 1 FAO~-OB3. ~




SALES SERVICES

JOB TITLE: Sales Clerk

v

TYPE OF TAPE SUBJECT COMPANY SEQ. | LENGTH | CATALOG NO.
-

Skill Drill Bankamericard Sales

Slips Bank of America 1l 15:00 | FX1-1A3.1
Skill Drill Mastercharge Sales

Slips United California 2 15:00 ' FX1-1A3:2

: Bank

Skill Drill How to Use the e 1 45:20 | FXX-1B3.1

Sales Tax Table




CLERICAL SERVICES

JOB TITLE: Library Clerk

 ———

TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG KO,
COMPANY

Overview —— Orange County Library 9 9:38 GAO-OA,.
Skill App. Cash Counting Crange County Library 1 20:00 | GAO-CA2.1
Skill App. Date Setting Orange County Library "1 7:00 | GAO=-OB2.1
Skill App. Card Stamping Orange County Library 1 4:00 | GAO-0C2.1
Skill App. Circulation Count{ Crange County Library 1 14:00 | GAO-0DZ.1
Skill App. Card Aiphau

betizing Orange County Library 1 7:45 | GAO-OE2.1
"Skill Appe. Card Filing ' Orange County Library 9 L:30 GAO-dFZ.“
Skill App. Book Check=-in Orange County Library | 1 6:00 | GAO-0G2.1
Skill App. Book Check-Out Orange County Library 1 7:45 | GAO-~OH2."
Skill App. Book Slips Orange County Libfary 1 6:00 GAO-0i2.1
Skill App. Answer Phone Orange County Library 1 3:30 | GAO-OJ2."
Skill App. Patron Reéu-

lations Orange County Library 9 12:15 GAO=-CK2."




PACKAGING AND MATIRT AL HANDLING

JOR TITIE: Warehouseman Assistant

L

TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH | CATALOG NO.
COMPANY

-

Overview —— TUUSD Commissary 7:45 | TAO=0A1.1




GENERAL MANUFACTURING AND ASSEMBLY

JOB TITLE: Layout Man

 —

TYPE OF TAPE SUBJECT COOPERATING SEQ. { LENGTH | CATALOG IO.
COMPANY
- -
Overview -— Regal Marble 1 10:00 | RAO-OA1.1
Skill App. To§1 Set-Up Regal Marble 1 26:10 | RAO-0A2.1
Skill Drill Preparing Work

orders Regal Marble 1 18:30 | RAO-0A3.1




MACHINE TRADES

JOB TITLE: Serging Machine Operator
TYPR OF 'TAPK SUBJECT COOPERATING SEQ. | LENGTH| CATALOG ..
COMPANY
-~

Overview — Gray's Draperies 1 9:00 SAQO=-0A" .~
Skill App. Serging Machine .

Operator Gray's Draperies 1 8:00 SA0-0A2. 4
Skill App. Bartacking and e

Fanfolding Gray's Draperies 1 9:30 SAO-042.Z

i




MACHINE TRADES

JOB TITLE: Serging Machine Operator
TYI'E OF CPAPR SUBJECT COOPERATING SEQ. | LENGTH|] CATALOG ..
COMPANY
Overview —— Gray's Draperies 1 9:00 SA0-0A1, "
Skill App. Serging Machine
Operator Gray's Draperies 1 8:00 Sa0=042."
Skill App- Bartacking and .
Fanfolding Gray's Draperies 1 9:30 SAO-04A2.Z




JOB TITLE:

AUTOMOTIVE SERVICES

Auto Mechanic Helper

TYPE OF TAPE SUBJECT COOPERATING SEQ. | LENGTH { CATALOG NO.
COMPANY
-’
Overview — D. & K. 1 10:00 WBO-OA . "




AUTOMOTIVE SERVICES

Work Order

JOB TITLE:  Secvice Station Attendent
Tyvre OF Tats SUBJECT COMPANY 1Q. | LENGTH CATALAG TG,
Cverview - - - Bob's Shell 1 6:40 WAO=GAl.1
Overview Seven Steps to Success Standard 0Oil 1 11:00 WAZ2-0A1.1
(Short Cartoon
Introduction)
Overview Seven Steps to Success
(Detailed Explanation| Standard 0Oil 2 23:00 WA2-0A1.2
of each step) ’
Overview- Capital for Quality Standard 0il 1 | 20:00 | WA2-OBl.l
(Information on Gas
Station Products)
Skill Drill Gasoline Credit Cards Standard 0il 1l 20:00 WAZmdBB(l
- Skill Appl. How to Use ?he Credit Standard Oil 1 10:00 WA2-0C2.1
Card Imprinter
skill Appl. h
Skill Apr How to Use the Standard 0il 1 | 20:00 | wa2-0D2.1
Specification Book
Skill Appl. How to Use the Standard Oil 1 | 10:00 | wa2-0E2.1
Price Book
Skill Appl. | Filling Out the Standard 0il 1 | 30:00 | wa2-0F2.1



JOB TITLE: None

RELATED SKILLS

Page Y-l

CATALOG NO.

- T™YPE OF TAPE SUBJECT COMPANY SEQ.| LENGTH
i

Skill Drill Adding Columns .

Of mbers -- - l 20000 m‘m}.l
Skill Drill Basic Addition —

(Slow Problems) - " 1 7f00 YXX-XB3.1
Skill Drill Basic Addition .

(Fast Problems) - 2 b:h5 K-XB3.2
Skill Drill Basic Subtraction

(Fast & Slow) - i 7330 TXX-XC3.1
Skill Drill Basic Multiplication - - - 1 7:00 TXH-XD3.1

(Fast & Slow)
Skill Drill How to use &

Measuring Tape - - - 1 53:26 YXX-XE3.1

Skill Drill Change Making ~ #1 - - - 1 27:25 Yxx—kF}.l
Skill Drill Change Making - #2 - . - 2 28:10 YXX-XF3.2
Skill Drill Change Making ~ #3 --- 3 | 32:29 | YKX-XF3.3



PROJECT WORKER

Teacher Guide
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TEACHER'S GUIDE

Teaching Tapes - Video tapes, mock-ups, and other A-V materials are care-

fully designed and produced at great cost to perform a specific function,

Unlesa presented with as much care as went into their production, much of
their value may be lost. ‘ ' '

A. Teacher or Teacher Aide must stay in classreom during all tape' show-
ings. Teachers should be in a positiem to reini’orco studmta .:hen ‘
working on tapes and mock-ups. ,

B, Preview tape and review the purpose of the tapo.

N

C. Mention one or two highlights of euch tape and ask thc stndenta t:o
be looking for then. ) R

D. Provide discussion and/or practice time after ahovmg the upc, use -
the tralnmg guide provided. -

E. Think of activities for gpecific individuals in your class to sup-
port the training guide provided. . :

F. Make sure students work on mock-ups just as they would be 'ywe'rking'
on the job. (i.e. If employee stands on the job, the trainees must
stand while practicing the job.) A
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E.

opecific Materials Supplied by DIMC

NO. REOD. ITEM DESCRIPTION USE
Video Tape M.C. #FX1-1A%,0

According to Bank of Americ: Regular Type Usea by

No. of Students Master Charge Stuldent

Sales Slips

Mock-Up Objectives

1

-

Students will be able to fill out correctly Master Charge and
Bankamerciard sales slips ranging from one to five items with-
in %0 seconds.

Training Procedure

1.

2‘

Se

Go over pre-training check-list with student.

Have student sit down in front of monitor. Proceed witn the
first problem (pre-test). Compare the student's response
with the correct answer and determine whether student needs
more pre-training.

If he passes the pre-test, continue playing the tape and have
the student continue filling out sales slips.

Compare the student's completed sales slips forms with the
Msster Answer sheet. Correct the mistakes.

Place students on the segment where mistakes occur or termi.-
nate training.

Student Evaluation

1.

Student can correctly fill out a charge slip consisting ot
five items within thirty seconds. (i.e. #9 on Master Charge
and Bankamericard tape.)



PROJECT WORKER
FULLERTON UNION HIGH SCHOOL DISTRICT
Pre-training Check List

Bankamericard
Master Charge

Student knows:
1. What the difference between '"take' and '"send" is and where
the boxes are on the forms.
2. Where the "date" box is.

3. Where the "Department'" box is and knows what this is for.

L. Where ihe "Clerk Number" box is and understands that this
is his number.

5. Where to put his initials.

€. How to itemize each item, putting the "quantity," '"class,"
(each), "description," and the amount.

7. Where to enter the Tax.




Job Ane vsis 40

ol LTt Uit it C0no0L T IUTRILT
PLOJLCT Wl #+R
LOEA Title VI

Analvsis of Working Lcguditions

“ire teme D & K kuterprises _Job Title__epersl Shop Helper
Comments Lommeuts
20 Inside £ Shop help _x hulsy L .
50 OQutside ¢ Delivery __ Inadequate Lighting
__ Hot __lnadequnte o

Ventilation

__ Cold
__ Sudden __Vibretion

Temperaturv

Change _x_ Mechanical Hazards
_. Humid __ Cramped Quartcrs
X Dry L __Hiy ¢ ces
X Wet washing _x_Exposure ton Burns -
X Tusty e __ klectricul Hazaras
__ Dirt L _x_ Working with Cther- )
X Oders (as _sclvent x Working Alocae

Exheust ifumec
v Working Around Others _

Hours 8:00 2 ,m, t¢ Y200 1o9f LU o e Sl pam s oone studeat. egen shift
[ PRSI P

Unifoino_After widal verioed, bul Lol Lo Stall . - —
Clothing s\, Q WEYJS 6 Q “7 Lee shirte, nao tenoi:s shoea«wark. shoes
Tools

Salary $1.7% an Hour

Food Allowance

Advencement__3¢ day trial periqd _ B

Evaluated by: Todd Tenuyson ~ Date: 12-10-7

Q
- ERIC PW 6001

IToxt Provided by ERI
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Title VI

NS oG o TTHIGTY

Anuslyslis ol Physical Hequirs ment s

¥irn Nome D & K Enterprices

KEY

h-=-"land: tory
Hedecasionn L

LmeNOL e ter

’
A ) »

NSRRGSR b

Cormment g

LI T X e
Foanan . i R
! S X S .
vl . S P R
Lrow X e e
Sroneiny X [ -
Turniy ) S e e,
SLOCping X S
Lrouching . S -
Kkriee 11us Ko e et o

Sittirn, X
Reach.ir, X

Lifting X

A et e e 2 e e e e

s et s e < 1 et

75# the most

Fvoluotes by:  Todd Tennyscn

ERIC

Aruitoxt provided by Eic:
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Jot Tivie  Gene

1al O

i

1oy

L

LOTKeT

LHITY L
fhrowling
'usrang

i, ering
beeling

Ta lring
neoaring
Seeling

Color Vision
Depth

Ferception

Wworking Spes

[ate

———

PO

12-10-70

Lomments

— e i it

P 0002
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itle VI

Ani)sio

Faoo lone_D & K Enterprises

CIRCLL TG

yoruntions tnvolving o prefer-
cace for setivitices deuwling wiun
ity oo ol ject s

itoctions anvolving o prefer-
cnce o1 aetivities involving
bussiness contoct with people.

oltuav.ons Jnvelving o orefer.
ence for activities of a routine,
concrete, organizcd neture.

S5iturtions involving a prefer-
ence tor worihing f{or pecopls for
thieir presumed gooc, as in the
socinl welfare sense, or for
tlealing with people snd lan-
gurfe in social situscions,

Situations iovolving a vrefer-
ence Jor activities resulting
in prestige or the esteem of
others,

Evaluator: ___ Todd Tennysan

Juto Tivle Geperel Shap Worker

LR kb Y

va b Shtuntjions dnvolvingy & prefog
ence tor ctivitiec:s cuncernec
with people anc the conmuni -
tinn of Ldens,

V8 (}) Ditu<tions invelving ¢ rvrrefer-
ence for activities cf & 8ciei -
tific «nd technicel n: ture.

vs . Situstions involvim o p:eler-
en~e for activities of an ab-
stract, ard crepotive riture.

vs Situntione involving s prefer-
ence for activ:ties that are
nonsocial in nature, and are
carried on in relation to pro-
cesses, machines, and techni-
ques.

Vs 6:} Situations invoiving & prefer-
ence for sctivities resulting
in tangible, productive satis-
faction.

Date: _12-10-70_
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: Job .Ana lysis & &

.

FuLLl LTON unioN HIGH SchGOl DISTRICT

PROJECT WOLKLR

\
b
i

ESFA TITW VI

[ ¥ ) . ’ E. .
£rognosis of »tudent TemPerament Ad;Ustment

Firm Name '_Q__ﬁ,_IS_E_Z_errEriSES __- Job Title _General Shop Worker =,
vy

22 _he

Xon 1. Situations involving @ Veriety of duties often characterived

%y freguent thange.

2. Situstions involving rePetitive O short cycle operstions
carried oub &according to set procedures or feauences.

e X2 Siturtions iNVolving doing things only under speci{ic in-
Struction. 8llowing little or no room for indepengent 2ction
or judpment 1n workinf out job problems,

. X b . Situations involving the direction, control, and vlanning of
an engire 8ctivity or 2ctivities of othersz.

e X 5. Yltuations involving working alone and apart in physical jeo-
lition from others, althouph the activity may Lo inteprated
with thzt ©f others.

. X b, Jiturtions involving the neccozity of dealing with people in

Actual job duties peyond giving 8Nd receiving instructions.

X 7. Situations involving influencing Pfople in their opinions,
attitydesys OF judgmentS about ideas or things.

£. Jltuagions iNVolving performing adequately under stress when
-confronted With the critical or uwnexpected or when taking
risks,

Situations involving the ei!al'uat.iﬂn. (arriving at generallza~
tions, judgments, or decisions) of informstion against sen-
sory or judfmental criteria, , C ,

e X 0. Slturtions involving the evalustion (arriving at pereraliza.
tions, Jjudgments, or decisions) of informetion agui, st mea-
surrble or Veérifiaplie Criteria. : '

X X. Situwtions involving the interpretition of feelirgs, ideas.
or factgs in berms of personal viewpoint. ,

Situwtions involving the ovrecis ettainment of set limits.

Y.
— —
- tolerancessy O standards. -

Evalusteq by :_—1odd Tennyson . Date: _ 12-10=70

IToxt Provided by ERI
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FULLLY TOw UNIun HIGH SCHOOL LIZTPRICT

tLWOJECT WOhKER

ESEA Title VI
Job Lerriy  on

WT # 620,880

Title Automobile Mechanic Helper

Industry Auto Services

-~ - —— —— et e

Lescrintion of Duties: (Cne par line) Awtach cheots an peadad.
1.

P

v 6003



Job Analysis #4
RN (U S P S OV § £ SV UN S DR S U R SRO AU §
DHOJECT WOhKBR
cota Title VI

c 10 N

oxticn Automobile Mechanic Helper T Coas_02C.884

10rl e
__<2.. .
- SR
T
2 3,4 _ Intelligence-General Learniog atilltly
Vol Vertai-Understand mosaning of worde, 1deas
s _ by5  Humerioml-Arith comuu aulckly, accurately

o b3 Spatial-Viewalize in o 3 dimsnsious

2 Highn 5 £ 3,4 Form perceptioun-Letall in otlects, pictorisl
3 -MAd. o L7
4-ow /3 w_23h  Cleilcal-ostall in vertal or tabular

£_J,4 _ _aotor Coora -Eyes &ai bauds or [logers
¥_3,4 ___Floger dexterity-sranipulate small ot jects

n 3)b  Manual dexterity-Placing and turuing movements

b 5,4 _ Bye-Hand-Foot Coordinaticn
C 5,4 __Color ulecrimination

11\1'9,3 2 I.Q
Tar? 2,y

&)l'uy\ LEM‘A‘S‘L_‘MJR;.Z.B)LIG

rvalusved Uy._ Howard levine . _ .. e lare: 2-23-71

PY 600l



[(Df VIED
11€1-6/8  ¥0  00§5-G£9 :auoydayal

JoTasuno) uorielTiIqeyay jeuoiiedop ‘urky einsd *adue3js1sse juamadeid pus

{LOVINOD NOILVHMOANI ¥3HIdNJ H0d ‘Hutuieay qof “@ouatrsdxe syxom ‘diay [Ed>]pom

‘UofIEN{RASD TBUOTIIEDOA SpPNIOUT paadIjo
‘UNTN2TIIND [OOYDS IYI YITA IPISUTOD
9q y3Tm eyl 590JAISF Yl Jo dwos ‘Buy
031 paptaoad aae 53d7Aa9s ‘ueld ® uodn papyoap
-13Sunopd JEUOCIIBI0A 03 UOTIIpPpe Ul *Juam
9ABY JUSPNIS pue 20]3SUNOD 3yl puk I[GEIIBAR
-fLo1dwe Sutjusasad aae yotys swajqoad ay3
§1 UOTJIBUIOJUT IUSIDPIJFNS Idu) °3ISod ou 1B
swodxaa0 uy diay o3 3juapnis Ayl Yy3iiM Nioa
SUOTJIRUTWEXD JBUOTIIPPE I0F Juds aq Lew Juapnis
1174 I0T95uUno® UOTIBRITIIQEYaI JPUOTIFI0A Y
Y3 JUITIITIIINS JOU ST UOIIPWIOJUT [BIIPIW IO :

JqIYIAI0 SI 4TIH 40 NI LVHM
1e>18070yoLsd §,3273381p JoOYdS 3Y3l JI °63DINOS Mﬂ
e

1ay3jo pug siojoop ‘s3s180j7oysLsd ‘sisyoeal woay
‘ * Jusmfojdma
sws]qoad s,3uspnis Y3l INOQE UOTIBPWIOFUT I3y3e3
: ?21qeIINns puljy pue 103 aaedaad o3 3anjeu

TITA JOTISUNOD UOTIILITIIQBYSI JEUOTIIEIOA BIY] BULIOF
Jruotjoma 10 TBIDOS ‘1Ed1SAyd B JOo PWA]

3sea[a1 pue uorieajidde a2y3 uldis sjusaed s jJuspnas
-qoad Buyawy sa® oym SJU3aPNIS IO BIUIPNIE

343 I33JY °3IOTAIBIP JOOYDS 3yl U IJO[IBUNOD
uoy3eonpa [eidads disy o3 mexSoad v ST 11

UTTIRITITQEYSI [BUOTIEIO0A 3Y3 03 SJU3IPRIS I3Jax Kpuw

(LI SI IVHM
Tauuosiad Jooyde 19Ylo pue ‘sI0IISUNOD “5IIYDEI],
dTIH STHL 139 INIQALS vV S30d MOH NOILVIITIAVERY TYNOILVDIOA
O
TANHOOHE WVHO08d JAILVEIJ00D —

Aruitoxt provided by Eic:

E




INDUSTRIAL ARTS--VOCATIONAL

Cheék with the industrial arts teachers on your campus. These programs
provide valuable vocational training and exploration.

School counselors will be aware of course offering their prerequisites,
etc. |

R.0.P. is a valuable source of vocational training as a means of

exploration,

(101)




TRADE SCHOOLS

Information regarding trade schools can be obtained from your school
counselors, from your campus career center, or from th: National Associa-

tion of Trade and Technical Schools, 2021 L Street, Washington, D.C. 20036,

(102)




THREE GENERAL TYPES OF WORK EXPERIENCE

Work experience is a composite of programs using the cooperative efforts
of the school and commnity to better assist students in making career choices,
in preparing for careers, and in making a smooth transition into the world of

work.

Exploratory Work Experience Education., Exploratory work experience’

education is a program that provides the opportunity to sample systematically
and observe a variety of conditions of work that will contribute to the career
guidance and development of the student for the purpose of ascertaining his
sﬁitability for the occupation he is exploring. The purpose of exploratory
work experience education is to contribute to the career guidance and develop-
ment of students.
The objectives are as follows:
1. To provide the students with the tools necessary for making wise
and realistic career choices.
2, To provide the students with opportunities to explore a variety
of occupations related to tentative career choices.
3. To provide the students with guidance so they can cluster their
tentative career choices, thereby concentrating their educational

efforts toward short and long range goals.

General Work Experience Education. The purpose of general work exper-

ience is tc assist students to become productive, responsible individuals

through supervised employment experiences.

(/03)




The objectives are as follows:

1. To provide students the opportunities to develop an appreciation of.
the reality of work.

2, To provide students the opportunities to explore the current and
emerging opportunities for emplovment in the present assignments
and in other careers,

3. To provide students the opportunity to compare the educational and
training requirements of a variety of careers to personal aptitudes,
interests, career expectations, and degree of motivation to pursue
short and long range career goals,

4, To provide students wifﬁ the opportunity to develop an appreciation
of the importance of desirable work habits.

5, To pro?ide students the opportunity to develop and understand the
relationship betwéen formal education andvjob success.

6. To provide students the opportunity to assume adult roles and
responsibilities i1n the present work environment and to develop
an understanding of the necessary rules, regulations, procedures,

and practices involved.

Vocational Work Experience Education. Vocational work experience

education has as its purpose the extension of vocational learning opportunities
for the pupil through part-time paid employment in the occupation for which
his course of study is preparing him.
The objecti?es'are as follows:
1, To provide students with the opportunity to 1mprove'skills in
specific segments of selected occupations.
2. To provide students with the opportunity to assume assigned duties
and responsibilities and improve on-tlie-job performance through

related in-school instruction.

H Lo )
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3. To provide students with the opportunity to explore the current
and emerging opportunities for employment in present assignments
and for advancement within related occupational fields.

4, To provide students with the opportunity to demonstrate job entry

level proficiencies, and to assume adult roles and re.ponsibilities

in selected careers.

(/O*I'a)




II.

III.

Iv.

VI.

VII.

VIII.

LAWS GOVERNING WORK EXPERIENCE EDUCATION PROGRAMS

CONTENTS

AUTHORIZATION AND ENABLING LANS FOR WORK EXPERIENCE EDUCATION PROGRAMS.
RULES AND REGULATIONS GOVERNING THE OFFERING AND OPERATING OF WORK
EXPERIENCE EDUCATION AS AN APPROVED HIGH SCHOOL COURSE.

STATE APPORTIONMENT FOR PUPIL ATYENDANCE DURING HOURS WHEN PUPILS ARE \
PARTICIPATING IN LEARNING EXPERIENCES AT THEIR JOB STATIONS.

LIMITATIONS UPON MAXIMUM HOURS OF WORK AND UPCN TIME WHEN WORK MAY BE
PERFORMED BY MINORS.

RESTRICTIONS COVERING THE KINDS OF WORK WHICH MAY BE DONE BY MINORS.
MINIMUM WAGE LAWS AFFECTING MINOKS.
LANS CONCERNING INSURANCE FOR EMPLOYED MINORS.

WORK PERMIT LANS.

Dwayne Brubaker, Supervisor

Work Experience Education

Los Angeles Unified School District
Revised January, 1973

O
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GOALS OF THE PRESENTATION ON LANS GOVERNING WORK EXPERIENCE EDUCATION

1

The work experience coordinators who participate in this seminar or carefully
review this publication will:

(]

Be aware of resources feor locating laws related to work experience educatio

Know the agencies or bodies which presci'be and enforce these laws.

Know, or know how to find, laws governing the operational prucedures of a
work experience education program.

Know, or know how to find, laws controlling the time when minors may de
legally employed. \

Know, or know how to find, laws restricting the kinds of work which may
be done by minors.

Know minimum wage laws.

Be aware of workmen's compensation insurance regulations covering
employed minors.

Know, or be able to immediately locate, laws governing work permits for
minors.

Be familiar with accepted interpretations of many laws related to work
experience education.

106



INTRODUCT ION

Laws governing the employment of minors, and as such, laws effecting Work
Experience Education, are enacted and enforced by several different authorities.

-Laws appearing in the Education Code are enacted by the California Legislature.

Laws written in the California Administrative Code, Title V, Education, are made

by the California State Board of Education. The Californis Labor Code Lasws are

passed by the Legislature and enforced by the State Division of Lsbor Law Enforce-
ment. Also, the State Labor Commissioner msy make Child Labor Orders uhich‘haye
the effect ~£€ 12w, Minimum wage laws and regu’ations concerning working cordi-

tions are passed and enforced by the State Industrial Welfsre Commission.

Most fedcral laws concerning youth employment arv contained in the Fai: Lsbor
Standards Act of 1938. (Many amendments to this Act have been made in recent yoarq),
Major portions of the Fair Labor Standnrﬁs Aét ;ru paisod by Congiess. Roiavix,‘ |
the hazardous occupation iaws pertaining to minors are orders from the United

States Secretary of Labor.

In order fo~ us to help students to obtain the heer vg'.:*.:‘.:».r.ca ana ldarning from
their work experiences, we must understand the purposes of these laws, and

assist in their proper interpretation and enforcement to the best of our sbility.
If guidance counselors, child welfare and attendance workers, or work experience
coordinators determine that some of these laws should be amended, then we should

direct our appeals to the appropriate adaministrators or legislative bodies.

-

(106 A)
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) 1. AUTHORIZATION AND ENABLING LAWS FOR WORK EXPERIENCE EDUCATION PROGRAMS

EDUCATION CODE SECTIONS:

5985 Authority for School District to otfer work experience education.

5986 Requires Statle Board of Education to establish standards for work
experience education.

5987 Manaates State Department of Education to adopt regulations to
implement standards set by State Board to maintair educational
purpose and character of work experience education.

5918  Specifie+ that all laws applicible to employment of minors will
apply to pupils enrolled in work experience education.

5989 Definition of work experiencc education tc include employment of
pupils ’n part-time jobs selected or approved as having educa-
tional value and coordinated by school employees.

5989.5 Allows a school district to use funds obtained from any scurce to
pay wages of mentally retarded pupils in a work experience education
progranm,

5990 Requires that work experience education i: volving apprenticeable
occupailons shall be consistent with purposes in the Labor Code
and standards of the California Apprenticeship Council.

5991 Permits employees of a school district to sstablish an. supervise
WOIPK CRpoTiinic programs in contifuous areas outside the district.

5991.5 Allows a school district to provide empioyment for students in areas
outside the district for public or private employers. Allows
district to pay wages to enrollees in or out of district, but pro-
hibits payment of wages to or for private employers.

5992 Defines the school district which operates the werk experience
education program as the employer, for purpose of required workmen's
compensation insurance, for pupils who recei.e no pay from the person
or firm providing the work station.

£992.5 States that sections 1292, 1293, and 1294 of the Labor Code shall not
apply to work experience education programs, provided that the work
experience coordinator determines that the students have been suffi-
ciently trsined in the work otherwise prohibitcd, if parental approval
is obtained, and the principal or counselor of the student says the
student's progress toward graduation wiil not be impaired. This will
permit students 14 thiuvugh 17 vears of age, who are enrolled in work
experience education to work at almost any kind of job, except those
prohibited by federal laws.

07




1I. RULES AND REGULATIONS GOVERNING THE OFFERING AND OPERATING OF WORK EXPERIENCE -
EDUCKTION AS AN APPROVED RIGH SCHOOL COURSE

——— A at——

CALIFORNIA ADMINISTRATIVE CODE, TITLE V, SECTIONS:

10079 Defines "job" and "work station."

10071 Classifications of Work Experience Bducation. Describes the three

types of approved work experience education: explorstory, gemersl, °
and vocational. e

10072 Requires written plan for work experience education to be
by local district governing board snd be submitted to and e
by the State Department of Education. sutmu u txﬂs plu mu¢
include: _ ‘ S

a. Types of work experience odncation tho distr!ct \dll Sl
provide. . R

b. Certification that the district has o!ﬁcially nbp‘tod
the plan.

c. !!...ponsibilities of the school, the pupil thc qlm-
and other coopersting ugenclu. C

d. Provision for guidance service to m
their enrollnnt in work ‘xpcﬁm

o. Assignment of a sufficienit nuaber of qwiﬁd m&iﬂ_
cated personnel to direct aad cou'dmu th;

f. Assertion that the work done by the pupill 11 o£ l
ful educsational nature. Lo

g. Indication that applicable local, stata, md fod.ul
laws and regulations will be I“ollovod. _

h. Evaluation, with the he.p of the employer, of. pupil't,‘,
work, awarding of school credit, and entry of perti-
nent facts in the pupils' cumulative records.

i. Provisions for necessary clerical and instructional
senices.

10073  Requires the district to grant credit toward graduation for satis-
factory comp’etion of work cxperience education as specified in
Section 1635.

107-A
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10076

10077

10078

Record Keeping

The District's records must include:

f.

In

eaployer:

b.

In Bxploratory Work Experience Educatiom: o

" Bxperisnce Bducatiou in \M.ch t!w plpilft'

‘Type of work experience, job location, and type
of job.

Work éemit.

Employer report of attendgnce and performance.
Supervisor's report of observation of pupil.
Supervisor's report of cmisulta».ion with eqloycr. _

Supervisor's rating of pupil, including ‘tulo
selecting work stations, the District shall ucoru:lu that thrf:

Is in sympathy with the oduutiml objccuvo b’l"'
the Work Experience B:hution prur. S

Knows the intent and puqxuo -a the: tm

en:oued

Offers the pupil & nmmu m habili
contimxd! ue eg{oymc ﬁn- th mi“ din wh
enroll ‘ , '

Hes adequate equlpont md mmm~ o

Has working conditiors to. aot
safety, worals of tln mpil.

Provides adequste supervision.
Provides workean's eomuuon im o
Meintains sccurate records of pupu itumhu« : S

The hours of exploratory exporience shallbe R
commensurate with the pupil’s occupationsl goal L
and the occupation he is exploring.

The pupil shall not be paid for his experience and

he shall not work for wagzs in s« sismilar job at

other hours.

The exploratory pupil shall not replace s paid employee.

-6-
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55250

55251

Work Experience Education In Sqng? QQHQQ{ |
a. Summer schools offering work Q;;“;w’ odusy
(1) Comply with provisions in Sﬁlm IOOW_

(2) Conduct the program cmmu’f Wi
" the district's sumser school P griok, -

(3) Maintain a student - certificam eoom b
ratio of not more then 25 students per ulim
coordinator hour. .

(4) Provide for a minimum of 180 minutes of group'fm
individualized related instruction each week in'
work experience education.

(5) Grant a maximum of ten units of credit.
b. No pupil, including those also enrolled in other summer school
classes, in a summer school work experience class shall be

credited with more than one day of attendance in any caiendar
day. _

ADMINISTRATIVE CODE,. TITLE V SECTIONS

Relating to Commmity College Programs

Requires a districc plan for work exverience education to be od
by thz district, and shall be submitted to and mrovod by the - = ¢
chancellor of the Cslifornia Community Cone‘u. ;

3

The district plan chall contaim: ~~ ~ 7Rk
(s) A statement the district has ofﬂcuuy adopted the plan.

(b) A specific description of the responsibilities of tho
college, the student, the o-ployor. and any othor
cooperating agencies. ,

(c) A description of the folla:wing for esch typo oﬁ wotk

experience offered: ‘ V: :

(1) Appropriate and continuous guidmcc urvic. for ttm:
involved. .

(2) Assignment of & suffic:emt number of cortiticaud pcncml
to coordinate the pro;m

(3) Ascertain thst the work done by students is of [ uaofm
and educational nature.

(4) Evaluate, with advice from employer, the work done by
the student, and award credit.

(5) Provide necessary clerical and instructionsl service.

j0g -1-



55252

55253

55254

55255

. Defines two types of work experience education offered in community
' colleges. There are: General Work Experience Educition and Vocational

Work Experience Education,

Bstablishes «aximum school credits for work experience education in
cpmmunity colleges. .

TYPE OF MAXIMUM UNITS MAXIMUM UNITS MAX IMUM
W.E.E. PER SEMESTER PER QUARTER TOTAL

General 3 hours 5 hours 6 semester hou
' or 9 quarter m

Vocational 4 hours ¢ hourn . 16 samester m
or 24 quarter tow

A student may not earn a total of .ore than 16 semester credit hours or
24 guarter credit hours during enroilment in work experience educatiom
in any cou-mity college, A student may not enroll in two tnn nf I.I.B.
concurrently,

ﬂ\ !

Establishes minimm student qualifications for -nronm. 'HI”O mx
(a) Be a full time student, which means ome of the follﬂtﬂgi ‘

(1) A legally indentured apprentice rogaullo'u ol the m-lnr
of subjects for which he is enrolled. A 2

(2) Encolled in not less than 8 units, Mcluding n.n.s.

(3) If working on an ut-mate semester (or quarter) plu.
has previously c&plet-d 12 upites, .

T

(b) Have aporoval from the wosk experience coardluatdr.

(c) Have an occupational goal towsrd which the W.E.E. lill
contribute, .

(¢) Pursue a pisnned program in which the N.E.E. will offot new.
or expanded responsibilities beyond those experienced in
previous employment,

Services provided by the district shall include:

(a) On-the-job observation of stﬁdent worker,

(b) Consultation with the employer.

(c) Written evalustion of student progress.

(d) Consultation with the student,

The above shall be provided‘at loast once every census period for each
student enrolled.

/09 A
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55256

ENOR

© B

o ' on the ]ob._‘

@

e

@ >
;55257 ;.fIn selectlng work statlons the dzstrlct shall assure. e

P "‘vﬁé)?;
®)
"('c_) &

°Tu*t¢i7_
o "  the health safety; or mora;’Jof

u(a) 

‘.'(d) ‘

-'The employer kncws the 1utent and purpose‘of W”

”‘g‘Records malnta1ncd by the dlstrzct shall 1nc1ude_” Zr"”'”“

The type of W.E.EB. for which each student is anrolled. ».::,"
where he is employed, and klnd of JOb held.» : S

Record of work perm;t, 1f app11cab1e. 'fff a ”§¥5é?Tj'fqffi;:f j*?'i
Employer's report of attendance and performance -‘"5:'°1J 
Certlficated staff's report of observatlon of student. : Ly

Cert1f1cate¢ staff's repnrt of consultation thh employer._ﬁﬁ*wi‘

Rating’ of each student, 1nc1ud1ng grade.~_ 7Wiz hﬁ,f “'

Employer 1s 1n sympathy w:th tha educat10na1 ob;ect1ves a

4Deszrab1e worklng cond1t10n5;




| 111, STATE APPORTIONMENT FOR PUPIL ATTENDANCE DURING HOURS WHEN PUPILS ﬁ!gi
L -~~~ N B ] MM
EDUCATION CODE
= K-
11082 Minimm school day - 240 minutes for most secondary school students,
1105S Minimum school day for Work Experience Education - 180 minutes,

11251 (b)FPor the purpose of Work Experience Education programs in the secondary
schools meoting the standards of the California State Plan for
Vocational Education, “immediate supervision" of off- work train-
ing stations mesns pupil participation in on-the-job trsining as out-
lined under a training agreement, coordinated by the schoel district
under a state-approved plan, wherein the ewployer amd tertificated
school personnel share the responsibility for on-the=jgb . m:iou
The pupil-teacher ratio in any such Work nxpoti-uea'pangxil shall not R
exceed 125 students per full-time equivalent. certificated cocrdinuter, . ..
A pupil enrolled in such Work Experience progrsm shall nit be: mdm
with more than one day of aitendsnce in smy calendar iy, sad shall be .
a full-time student emrolled in regular cmm mtﬁm t!u w&mt
set forth in Soction 11052 or 11055, - L :

11483 Por the purposes of computing average da:lly mmu mity
college pupils in work experience education yaugvuun.,thc !bl!owing
provisions shell apply:

(a) One student contact hour is to be eountol tbr oachyunit of wott ‘
experience credit in which a student is earolled.
census period. In no case shall duplicate studesit mmt M e
be camnted fr- classroom study and work experieiice:. ‘The ‘Naximim.
contact hours .ounted for a student shall not exceed.ths. mh-
number of wirk expericnce units for which the studint may be =
granted credit under the rules and regulations of the léird of
Governors of the California Community Coll.ges. =

(b) "Immediate supervision" o»f off-campus work stations shlll be de-
fined as student participation in on-the-job training as cutlined
under a training agreement, coordinated by the school district
under a state-approved plan, wherein the employsr and the certif-
icated community college coordinator share responsibility for omn-
the-job supervision,

jto-A
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IV. LIMITATIONS UPON MAXIMUM HOURS OF WORK AND UPON TIME WHEN WORK MAY BE

L.C. 1391 No minor under 18 years of age may be employed more than
8 hours in one day or more than 48 hours in one week, or
before 5 a.m, or after 10 p.m. on any day; except that he
may work in the svening preceding a non-school day until
12:30 s.m. of the non-school day.

L.C. 1391.1 Minors 16 and 17 years old, who are enrolled in work
experience education, may work not later than 12:30 a.m.
on sny night, providing that:

(a) Tue employment is not detrimental t~ their health,
education, or welfare,

(b) Parent's approval has been obtained,
(c) "Work experience coordinator approves.,

(d) At least the adult minimum wage will be paid between
the hours of 10:00 p.m., and 12:30 &R, .
F.L.S.A, Read first statement on page 5, U.S. Doptrtunt of labor
Bulletin 101, 1971 edition, which states that minors 16
years of age or older may work any number of hours st say
time on legal jobs. _

14 and 1S year olds limited to 3 hours on a school day, 1I o
hours in a schooi week. 8 hours on 8 non-school dsy, 40 :
hours in non-school week. 7 s.m. to 7 p.®s 7 l.l. to 9 p-ﬁn
in summser, . :

B.C. 12769 Allows sl minors (age 14 and over) to work 4 hours na !dlool
days, regardless of the mmber of hours they may attend aelwo

E.C. 12774 Excludes agriculture, hou-uklng, and um-l: o:anicau
education enrollees from 4 hours daily mt 1imiz,

L.C, 552 Required Day of Rest,

L.C. 556 Day of rest not requirod if total hours of nploynnt do N
not exceed 30/hr/wk or 6 hours in sny one day. | '

Att, Gen. 1943 "School attendance is not to be considered uplmcm for '
purposes of the day of rest law.,”

Thus, pupils may work on both Saturdsy snd Sunday if there
is one other day that they do not work. even though in
school on that day,

Example:
Sun, Mon. Tues, Wad, Thurs, Pri, Sat, - g
8 4 4 0 4 4 8 =32 Iw-m

Rest

. ERIC i -11-




V., RESTRICTIONS COVLRING Til. KINDS OF WORK WHICH MAY BL DLONE QX'MINORS.

(Laber Code 1290 through 1298) (Fair Labor Standards Act) (Vehicle Code 12515)

Basically all of these restrictions have bLeen enacted for the safety of young

people. In most cases we are happ. that thesc laws are in effect, and in most
cases they do not interfere with the best operation of work experience educa-
tion.

Rather than to seek ameadments to mest of these laws, we probably need to
better understand the interpretations of the laws, and need to be more familiar
with exceptions or exemptions authorized under some of them,

1. (L.C. 1290-1298) <California labor laws are very liberal in that there are
few jobs prohibited to minors over 16 years old. Minors under lg'lly
operate no power driven machinery or in any occupation '"dangerous to life
or limb or injurious to the health and mora!s of such minor,” Under
California law, minors over 16 may work in most any jobs,

Sections 1297 and 1298 of the Labor Code prohibits the employment of girls
under 18 years of age in 'street occupations' in cities of more than 23,000
population. Boys as young as 10 years have been permitted to emgage in
street occupations such as newspaper distribution and shoe shining, On
November 6, 1972 the State Labor Commissioner is:ued a bulletin stating,
"Girls and boys 10 through 16 now can compete on equal terms for jobs
legally open to that group in California, without concern for sex discrim-
ination." Mr. Albert Reyff said that he has suspended enforcement of those
parts of Labor Code Sections 1297 and 1298 that discriminate because of sex,
on the advice of legal counsel. Tederal equal opportunity laws invalidate
state laws that discriminate against minors because of sex,

Since 1968, Work Experience Education enrollees under 16 Years old may do
hazardous johs prohibited under L.C. 1292-1294 if approved by parent and
work experience coordinator,

2, (V.C. 12515) California Vehicle Code prohibits minors under 18 from being
employed for the purpose of driving a motor vehicle, Interpretations of
this law BZ?%T?E'EB and 17 year old licensed arivers to drive incidentally,
such as a drug store clerk making a prescriptior delivery. Also, 16 snd
17 year olds are permitted to drive on the job in their own car, not a
vehicle furnished by the employer. Bills to exempt work experience emrollees
failed 1968, 1969, and 1970.

3. The Federal Fair Labor Standards Act has no restrictions whatever on minors
of 16 years of age except in 17 very specific hazardous occupatioiiz, of
which only 7 or 8 are likely to present any possible jobs for work expe-
rience students in California. All except one of these 7 or 8 carry a
possible exemption for student learners,

Several hazardou: cupation laws are widely misinterpreted, especially
number 8 regarding power driven metal working machines. Actually, most
common machine shop tonls arc not included in this hazardous occupation
law,

The part of the FLSA laws which causes most difficulties for working minors
is the regulation which protibi*s 14 and 15 vear olds from decing any kind
of work in a work room which containg a product that will be shipped out of
state, This i{s one FLSA regulation about which we might wish to contact
the Secretary of Labor to seek an amendment.

-12-
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V1. MININUM WAGE LAWS AFFECTING MINORS

1. State Law
s. Minimum for women snd minors - §1.65.
- b. No minimum for males over 18 years old.
¢. Student rate - (Boys under 18, girls under 21) - $1.35.
d. No minimm for minor under 16 in agriculture.
2, Pederal Law

a. Generally, - Federal minimum wage is now $1.60
for men - women - minors - anyone!

b. Farm worker minimum wage is $1.30 per hour.

c. In addition to industrial and manufacturing jobs, the following
employees are covered by federal minimum wage laws.

(1) Retail sales locations with gross volume
of sales st least $25C,000 per year.

(2) H&Qels, Motels, Restaurants ¢+ $250,000 gross income & year.

(3) Laundries, Dry-Cleaning Establishments.

(4) Hospitals and Nursing Homes.

(5) Schools - public, private, profit, non-profit.

(6) Farm Workers - if the employer used more thsn $00 u_a
days of labor in any quaiter of the previous yssr.:
(Miror under 16 may be paid on pisce work rate if
eaployed on same farm as their pmtt). : :

There are three not-well-known exceptions to the !*mrtl Iinilll
wage laws: .

s. Special minimum wages for full-time studoafl norlun. iﬂ
retail or sarvice establishments. _ N

b. special minimum for student workers. | ) P
¢. Special minimm wage rates for student leatners.
The first of the above must be gpplied

for by the employer and may cover amy
nuaber of full-time students.

1Ha -13-




The second is applied for by the school
and covers any number of specified
student workers.

The third exception must be applied for
jointly by the employer and the school
and covers only the specific named
individual student learner.

PART 519, EMPLOYNENT OF FULL TINE STUDENTS

1.
2.

Retail or Service Establishments and in Agriculture.

Not to exceed 20 hours a week while school is in
session.

Not to exceed 40 honrs a week while school is not
in session.

LT S e

~ Special certificate must be iumd to- ma.mm

Not less than 85% of minimum wage in o_tfoet_.‘ ,

Must not reducs full time -mM't possibilities. . ..

Mast be at least 14 years of age.

Certificate must be issued in u!unco of wlm.,fi
. 'Mn of hours based on fomla in the lmr.

PART 527, STUDENT W.KERS

1.

2‘

For work in educstional institutions. Scmty-fivo

_per cent of applicable minimum wage.

Must be necessary to prevent curtailmrat of eqloy-
mont opportunities. . -

Must be 16 years old.
Must be 18, if employed in hazardous occupations.

The occupation must require a sufficient degree of
skill to necissitate an appreciable icarning period.

Issuance of the certificate will not tend to create
unfair competition.

2-n
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PART 520, STUDENT LEARNERS

1. Special certificate must be issued to the employer.
He must apply.

2. Application must be made on official form, signed by
employer, appropriate schcol offical and the student
learner.

~
3. Student must be at least 16.

4. Student must be at least 18 if employer in Hazardous
Occupations. '

5. Occupation must require a sufficient degree of skill
to necessitate a substantial learning peériod.

. The training must not be for the purpose of acquiring
manual dexterity and high production speed in repetitive
operation.

7. Must not displace other labor.

8. Must not tend to depress wage rates.

@, Must not be more than a small proportion of *~tal work
in firm.

19. Special minimum wage must not be less than 75% of
applicrble minimum wage under section’é.

11. Not to be issued retroactively.

12. The certification by an appropriate school efficial on
the application, will constitute temporary authorization
for employment effective the date such application is
forwarded :o Nage-Hour.

13. Completed application forms to employ a student learner at
less than minimum wage allows this lesser rate to be paid
for the balance of the schcol year, unless the school is
notified otherwise by the De, _.tment of Labor.

14. Work time and sclio6l time cannot exceed 40 hours a week,

unless authorized and necessitated by estraordinary
circumstances.

113 -15-




PROBABLE CHANGES IN FEDERAL MINIMUM WAGE LANWS

Two different bills currently are before Congress to raise
the minimum wage. One of these bills has been passed by

the House and the other has been passed by the Senate. Only
one of these two bills includes a special minimum wage for

A
11

young workers. -

A compromise probably will be worked out by committees: of

the two legislative bodies to get an acceptable new -1niuul
wage law approved Ly both groups. There is an excellent
chance that agreement will be reached early in 1973. A new
minimum wage of $2.0C per hour is almost certain to be passed.
The effective time of the new wage, ana prommv‘.' Stm up |
to and beyond that figure are causing contrDVOrsy Horo ;
information will be -uﬂmublo as soon &s. possibh. ’

¥
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VI1. LAWS CONCERNING INSURANCE FOR EMPLOYED MINORS

1. Workmen's Compensation Insurance

All employers must carry workmer.'s compensation for work experience
enrollees who are paid for their work. No higher premium rates for
minors.

The School District must carry workmen's cnmpensation for enrolleés
in exploratory work experience education who ars not paid for their
work. (Ed. Code 5992 ard Labor Code 33¢8)

2. Unemployment Insurance Code Section 646

"Employment' does n.t include service performed by an individual
under the age of 22 who is enrolled at a non-profit or public
educational institution which normally mairtains a regular faculty
and curriculum and normally has a regularly organized body of
students in attendance at the place where its educational activities
are carried on as a student in a full-time program taken for credit
at such institution, which comtines academic instruction with Work
Experience, if such service i~ an integral part of such nrogram,
and such institution has so cercified to the employer, except that
this section shall not apply to service performed in a program
established for or on behalf of an employer or group »f employers.

114
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‘chapters 6 and 7 of the Education Code and added a new Chapter 7.5 of thy

WORK FiaH T AW

For many years work expericnce educators, some other school personnel, and
a few business or community representatives have sought for ways to amen,
work permit laws and change procedures and forms for issuing work permits.
Considerable conflict and confusion existed because work permit regulations
were included in two different chapters in the Education Code. f(hapter 6
contains laws governing pupils subject to compulsory full time education,
while chapter 7 laws pertain only to pupils subject to conpulsory continua.
tion education (16 and 17 year olds).

Assembly Bill 2845 was passed hy the 1971 legislative session and becar:>
effective in Murch 1972. This bill repesled sll work permit laws in’both , '

Code entitled Employment of Minors, which now includes all laws sboit work
permits. Work experience educators who wrote AB 2845 made provisions for
issuing to a minor a singie work permit that would be valid when working

for any employer during a given school year. Homever, slt por-&ts Lo werk
or employ must be issued on forms prepared and provided by the State” =
Department of Education. After several meetings to discuss smd develop =~ ' -

- new forms, it became apparent that there was much disngtt?nlnt.!baut the

use of a "broad-form" work permit that would be valid for nu Chaw, m '
employer on school days. . - ch R

Most sections of the revised work pemt 1aws nppear ‘to htw
tory. The new permit to employ forms, which bécame availabls: '

September 1972, still are issued to only one employer.: BUVQ!&R 00
districts are being selected by the St.te Departmenit of n e
conduct pilot studies on alternste methods of issuing MM‘&,M
ever, until further notice other districts will fbllo"p!tvtﬂut
but will use tho neu forms provideu by the s;;te. ‘ :u;»
Fol‘ouing is » paraphrased listing of the various acetions 03" spLy:

of the Education Code, giving in simplified uncuap tba m"aﬂtiﬂJ

revised work pernit laws: S

EDUCATION CODE SECTIONS:

12765 Requzres any minor under 18 years of age uho holﬂs a wbtt pérnit,
and is otherwise required by law to attend school, to enroll and '
attend school if unemployed for Ionger than 10 days. .

12767 Authorizes the superintendent uf schools or his delegated agent to
issue work permits to minors residing in thay district. No work
pernit shall be issued until a written request therefor is receivad
from the parent or guargdian.

12768 Allows a work permit to be issued to minors 12 through 17 years of
age to work on school holiday and vacation periods at any legal jobs.

12769 Limits the issuing of work permits for school days to minors 14
through 17 years of age, to work not to exceed 4 hcurs per school
day. '

12770 Allows work permits to be issued to minors 14 through 17 years of
age who are enrolled in an approved work experience education course.

IH4-R
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1277]:.", , B S rk: peiriv ~hall be issued to each minor enrc!'
- I ela_.es  (Soe note )

12772 Authorises the dseusscs of s permit to work snd .3ploy to & minor

who is met seyuired by law to attend school, dut is othexwi.se

roquized to held s work permit. :

~ 12773 Lists the required m to be included on & work permit.
. This is: :

' (a) ﬂ\o nn-. age, Mtho. uldron md m nusber of tk. '
ainer. .

(b) The plate and time of school ottondu«

(¢) m-u-nmdoro!mumuymlmmkthum
mninor may work.

(d) The minor's Social Socurity Number.

(e) The siputurn of the minor and the iomin; wt!m’lty

(f) " The. date oa Which m perait o:pirqs. S
sl

~'1 2774 nllows ninors o.ndn 18 yeats ‘of age no m h\ qricﬁltntll oi
Lo .occupations and i1 jobs approved for work ‘

’.\';

¢

o T gy e e o o R .

‘ ',i_z't'is Roquives’ work permits to Be issusd on'Forss pnpmd -ﬁamu«:
o by the Superintindent of‘Muc Instruction. - ,’; ‘.

um.r'r-uu to work Lssuad ot any time during oné mxm&ux
, miaﬂnhnmormmiuo!m:mw,‘ .
youz. .. L e 'r'»:

412776 Aum ﬁu tise work ts to be issusd to 14 snd 15 qui' oid
PRSI v,uadycmrmvm-msutmwthﬂm‘;

eirnings are nesded becauss of iliness, desth or desertiow of ﬂu . o

“or gua. .jam. Mﬂnsthmllorliyuuoumu
nmnod in & work experience oduutionyroprh

| 12776.1 Allows full time work pouits to be iamd to 16 and 17 M old
- minors, ‘

12777 Requires s personal Wcobythopumtor.uruuﬂ!e
the work permit issuing autherity to mske spplication for & full
ttuwotkponitforauormmrolddm ,

12772 Mandates that the following items be seen and npprovod by tho .
issing suthority vefore a full time pornt is issued to a 14 o

15 year old:
(a) - School record s ;nod by principal or uuhog giving m, “

grulo and attcndnqo . K
o) Legal proof of age. |
ST IH_.
.
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12779

12780

12781

12782

12783

12784

12785

12786

12787

12788

(c) NWritten scatemen. by prospective employer describing the
nature of the work the minor will do.

(d) A physician's : gned statement that the minor is physically
fit to pursue the specified work.

Requires parent or guardian to make oath that all statements are
true pertaining tc issuance of a full-time work permit for a 14
or 15 year old.

Requires the issuing suthority of any full-time ~ork permit to
notify the person in charge of cuntinuation education of the minor's
place of employment, and requires the parent or guardian to send

the minor to the designat2d continuation education class.

Informs farming employers that they must post notice that minors are
not allowed to work upon the premises unless they have legal work
permits. e

Exempt ; minors performing agr1ca1tural work for or under the control
of a parert or guardian from ot’ erwise required per-its to work or

employ.

Requir~s annual reports on work permits issuei. Reports shall be
on forms prepared and provided by the Superintendent of Instruction.

States that nothiung in Chapter 7.5 of the Educatior Code shall be
construed to in any way reveal or modify any provisions in . the leor
Code relating to employment of minors.

NS

Provides that no person or firm shall employ 8 minor wnder 18 years
of age, or allow him to work, without a permit to employ issued by
educational officers. - : )

Requires employers of minors under 18 years of age to Ysep permits

tc employ on file during minors' term of employment. ‘Requires permit
to be returned to issuing authority within five days after tornination
of employment (See Note 2)

.

Requires the emyloyer to send to the work perwit issuing authority a
notification of enploylent within five days after employing & ninor

(See Note 3)

Lists the required contents of the notification of employment to contain:

(a) Name, address, phohe nuwber, and Social Security number of the
minor.

{b) Name, address, phone number, and supervisor at minor's place of
employment.

(c) The kind of wctk'the miner will perform.

(d) The maximum nﬁnber of hours per day and per week that the minor
will work.

(e) The signatures of the minor's parent or guardian lnd the employer.

(S5ee Note 4) 20 ’5
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12789

12731
12792
12793
12794

12795

NOTE 1.

NOTE 2.

NOTE 3.

NOTE 4.

SPECIAL NOTE:

Provides that permits to work and employ shall alnyo be open to
inspection by school officials and by officers of Diviiion of
Labor Law Enforcement. All permits shail b. subject ‘.0 cancella-
tion whon terms for legal issuince do not exist or have been
violated. A permit shsll be revoked if the unployuut h imlr-
ing the health or education of thé minmor. :
Officers of the school district shall’ bring an tctim uainst any -
person or firm that employs a minor in violation ofpmvuim

of Chapter 7.5 of the Education Code.

Failu: tc produce a permit to work or enplny iy’ ovid.ueo of--
illegal employment of the minor whos pemit is not ptoducod. 5

Establishes that an employer who eqloys a -inor unddt 18 ycm

of age without s permit is guilty of s misdemeanor and subject to
fine ($50 - $700) and/or imprisonment (max. 60 daY‘Y fbf Qlch
nffense. L

[P ek A ey e

States that every person who signs a work perlit contlinin; a .
known false statement is guilty of a misdemeanor punilhiblo by fine
($5 - $50) and/or iuvprisonment (max. 30 days) '

Provides that any fine collected under this nniclo sl\ul M pﬂd AT
to the school funds of the county iavolved. _ , .

-,t. .

Proposed legislation is in process to ropcal ﬂtis uctlﬁt

The portion of this section reqniring return of tha m . .>to
issuing authority nill be delet 2, - ,

Legislation has been submitted to change thii mt‘mn to Foqpiiy
a notice of intent to employ a linor, vather- thm s'notification
of employment. ‘ _

This section will be amended to specify rnquim m“‘“
notice of intcnt to employ instead of the cnmu of thy: M‘tﬁ
cation of employnent , .

A.B. 814 (1972 Legislative session) was passed ang sigmd by tkc S
governor on December 29, 1972, Various s:ctions of this biil wi'l -
repea) Education Code Section 12771 and smens Sections. 12786, 12787
and 12788 as indicated in notations 1 through 4 above, ’mm S
changes wi  become effective in Maxch 1973,

/ldo -21-

Q ‘e A NI T RV S P N At Tt o
-l . .




Career Education

1972-73 Wi

CURRENT INFORMATION AND CHANGES

FEDERAL AND STATE

There ore nc changes yet in the minimum wage, Federal or State.

Some Imrortant Facie:

i 17 deral Wone and Hour Division] Section 226 of the Federal Fair Labor Standards
Acr zays on emplover must present an itemized statement-~either separate or detach~
able check stup=-with each pay check. This is also a State regulation [see Excerpts,
7 {b)i. Some empioyers neglect this. Watch it carefully.

i, Sze UL G, Department of Lobor CHILD LABOR BULLETIN NO, 101 for information

abori hazardous occupations,

. [Califarnia State inoustriai Welfare Division: INDUSTRIAL WELFARE COMMISSION
CORDERS FCR WOMEN AND MINORS]

Minimum Wage:

Students working at fosi-service restauranis, such os Taco Bell and Der Wiener~
schnitzel, can earn as fittie as $1.35 per hour if they are under 18. Even though
these are part of a multimitlion-dollar corporation, the law covers only the gross
at ecch individual store, An excepfion to this is McDonald’s: ihey would be
covered vnder fedaral iow, as almost all gross $250,000 per year or more. These
ot have fe nay b 87,60 federal minimum. There is, however, a State regu-
izrion for women over 3&: They must be paid $1.65. Also, because both State
cn< federai government have equal-pay laws, any male doing the same job a5 a
femcle must receive ecual poy if he is 18 or over.

IV.  REFEMRBER: No student under 18 may work more than 8 hours a day or 48 hours a
wozl oad must have ¢ day of rest, PLEASE WATCH THIS CAREFULLY.

v Pocneily Posced Siate Assembly Bills That Affect Work Experience Students:

A3 734~=Permits studenis in W. E. to work until 12:30 a.m. on school days with
rermission of parent, principal or counselor, and W. E, Coordinates.
Betw.een 10:00 p.m. and 12:30 a.m., regular adult minimum woge must
ve paid.,

- TiB35--Raguires gredes 7 and 8 to offer educational courses preparing youth for
aainfu! emnloyment.

AR 15303--Inctudes among orher changes an ame dment fo Section 646 of the Cali~
fornia Unemployment Insurance Code, which oxcludes students in W. E.
from definiiicn as an employee for purposes of unemployment insurance.
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Wage and Four Reguiations Page 2
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Aruitoxt provided by Eic:

i
\{,.‘ .

AB 1964-~F s schoois haviny: students on W. E. programs to release them part
of ' lay without los \g ADA.

AB 2134--Permits all students 15 and 17 to work until 12:30 a.m. on days when
there witl not be reguior school in session the next day.

AB 2190-~Corrects sections of Education Code 5992 and Labor Code 3368. Students
on Work Experience without nay or in occupational training programs are
considered employees of the schoo!l district for purposes of Workmen's
Compenscation,

AP Z300~~Permits schoo' districts not on R.O.P. and R.O.C. to collect ADA for
W. E. classes taught on Saturday.

AB 284 5--Cumpteie chonge of Work Permit sections of Education Code. No change
for minors under i9. One pennit per year for all other students; it can be
tremsfer i from one job o arother. New forms will be available soon.

orking on @ commission-only basis cannot be on Work Experience. The
ep

v
idered as ind ndent coniractors.

_‘
o
O
o}
D
»

Excerprs fiom INDUSTRIAL WELFARE COMMISSION REGULATIONS FOR WOMEN
AND MINORS:

T. APPLCABILITY OF ORDER
This Order 'hcii apply to all women and minors . . . except that the provicions

vl ot upply fo viomen employed in administrative, executive, or professional

\.o ioman sha!’ be considered to be employed in an administrafive, executive,
or profsssiona C’Jpor*'iy unless one of the following conditions prevails:
fa)  The employee is engaged in work which is predominantly intellectual,
managerial, or creafive; ond which requires exercise of discretion and
indenendent judgment; and for which the remu-eration s not less than
5450 per month; or
{21 The employee is Vicensed or certified by the State of Colifornia ond is
”"‘9"985’ in the practice of one of the following recognized professions:
law, medicine, dentistry, architecture, engineering, teaching, or
accounting.

2. REFINITIONS

eV T ommission" means the indusirial Welfare Commission of the State of
California,

Y "Division" means the Division of Industrial Welfare of the State of
Caiifornia.

{c;  [Type of indusiry or business is inserted here.]

{d}  "Emgloy" means to engage, suffer, or permit to work.

(e)  “Empioy=e" mecns any woman or minor employed by an employer.

) "Employar" means any person, as defined in Section 18 of the Labor

Cosle, who directly or indirectly, or through an agent or any other
warsen, employs or exercises control over the wages, hours, or working
concition: of a woman or minor.

/8



Wage-diid Hour Regulations Page 3

(g) “"Minor" means, for the purpose of this Order, a male or female person
under the age of eighteen (18) years.
(h)  "Hours Worked" means the time during which an employee is subject to

the control of an employer, and includes all the time the empioyee is
suffered or permitted to work, whether or not required to do so.

(3] "Teaching" means, for the purpose of Section 1 of this Order, the pro-
fession of teaching under a certificate from the California State Board
of Education or teaching in an accredited college or university.

(i "Emergency" means an unpredictable or unavoidable occurrence at un-
scheduled intervals requiring immediate action.
(k)  "Wages" means all amounts for labor performed by employees of every

Jascription, whether the amount is fixed or ascertained by the standard
of time, task, piece, comimission basis, or other method of calculaticn.
HOURS
(@)  Unless otherwise provided by statute, no woman eighteen {18) years of
aga or over shall be employed more than eight (8) hours in any ore day
nor more than five (5) days in any one week unless the employee receives
one and one-hclf (1-1/2) times her regular rote of pay for all work over
forty (40) hours on the sixth (6th) day. Employment beyond eight (8)
hours in any one day or more than six (6) days in any one week is permis~
sible oniy under the follov/ing conditions:
(1) In an emergency as defined in Section 2(j} above;
or
(2} During periods when it is necessary to process perishable products
to prevent such procucts from spoiling;
provided that
(3) The empioyes is compensated for such overtime at not fess than;
(A) One and one~hoif {1~1/2) times the employee's regular
rate of pay for all hours worked in excess of eight {(8) hours
up fo and including twelve (12) hours in any one day, ond
for the first eight {8) hours worked on the seventh (7th) day;
and
(B) Double the employee's regular rate of pay for all hours worked
in excess of twelve (12) hours in any one day, and for all
hours worked in excess of eight (8) hours on the seventh (7th)

day.

(b)  No minor shall be emgioyed more than eight (8) hours in any one day nor
more than six {6) days in anvy one week. One and one-~half (1-1/2) times
the regular rate of pay shall be paid for all work over ferty (40) hours on
the sixth (6th) day. Mo minor shall be employed before 5 o'clock in the
morning, or affer 10 o‘clock in the eveaing  [Except as changed by
AB 704 ond AB 2% 1.

(¢)  An employee may be employed seven {/} days in one week when the total
hours of empioyment during said week do nor exceed thirty (30) and the
total hours of employment in any one day thereof do not exceed six (6).

(d)  The eight (8) hours of employ.ment shall be performed within a period of
not more than twelve (12) hcurs. Twelve (12) hours shall elapse between
the end of one work day of the employee and the beginning of the next,
except when there is o bona fide change of shift, but in no event shall
the elapsed time be less than eight (8) hours.

q
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{e} No woman employee shall be required tc report for work or be dismissed
from work between the hours of 10 p.m. and 6 a.m. unless suitable
transportation is available. If a meal period occurs during these houts,
facilities shall be available for securing hot food or drink, or for hedt-
ing food and drink; and a suitable sheltered place shall be provided in
which to consume such food and drink.

NOTE: Refer to State Labor Code fur additional restrictions on working
hours of minors.
4,  MINIMUM WAGES

{a)  Every employer shali pay to ecach woman and minor employee wages not
fess than one dollar and sixty~five cents ($1.65) per hour for all hours
worked; except that a lesser rate but not fess than one dollar and thirty-
five cents ($1.35) per hour may be paid to:

(1) LEARNERS.” Women eighteen (18) years of age or over, during
their first one hundred sixty {160) hours of employment in skilled
or semi-skilled occupations in which they have had no previous
similar or related experience, provided that the number of women
employed at such rate shall not exceed ten percent (10%) of the
persons regularly eraployed in the establishment. An employer
of less than ten (10) persons may employ one (1) learner at said
tesser rate.

*[No such provision for restaurants ond hotels and places of amuse-
menf]

(2) MINORS, provided that the number of minors employed af said
lesser rate shalt not exceed ten percent (10%) of the persons
regularly employed in the establishment. An employer of less
than ten (10) persons may employ one (1) miror at said Le*sser rate.

(3) STUDENT WORKERS (boys under 18 and girls under 21) enrolled
in an educational institution employed part-time, after school or
when school is not in session, with no limitation on the number
employed at the lesser raie.

**[25 in some indusiries]

(b)  Every employer shall pay to each emplioyee, on the established pay day
for the priod involved, not less than the applicable minimum wage for

- all hours worked in the payroll pericd, whether the remuneration is
measured by time, piece, commission, or otherwise.
S
5.  REPORTING TIME PAY
Each day an employee is required to report for work and does report, but
is not put to work or is furnished tess than half scid employee's usual or
scheduled day's work, the employee shall be paid for half the usual or
scheduled day's work, but in no event for less than two (2) hours, at the
employee’s regular rate of say, which shall be not less than the minimum
wage herein provided.
6.  PERMIT FOR HANDICAPPED WORKERS
A permit may be issued by the Commission authorizing employment of a
woman or minor whose earning capacity is impaired by advanced age,
physical disability, or mental deficiency, at less than the minimum wage
Qo herein provided. Such permits shall be granted only upon joint applica-
ERIC tion of employer and employee.
— /20 ,
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7.  RECORDS
{a)  Every employer shall keep accurate information with respect to each

(b)

(c)

(d)

employee a3 follows:

(1) Full name, home address, occupation and social security number.

(2) Birth dafe, i under eighteen (18) years, and designation as a
minor,

(3) Time records showing all in-and-out time which shall be reccrded
when the employee begins and ends each work period. Meal
periods, split shift intervals, and total daily hours worked shall
also be recorded. Such records shall be available to employees
for inspection on request. Meal periods during which operations
cease and authorized rest periods need not be recorded.

(4) Total wages paid each payroll period, including - ive of board,
lodging, or other compensation actually furished to the employee.

(5) Total hours worked in the payroll period.

(6) When a piece rate or incentive plan is in operation, a schedule of
rates shall be available in the work area. An accurate production
record shall be maintained by the employer. A copy of the pro-
duction record shall be furnished to each employee, unless the
employer's system of recording is acceptable to the Division.

Every empioyer shali furnish to each empioyee af the time of payment of
wages, either as a detachabie part of the check, draft, or voucher paying
the employee’s wages, or separately, on itemized statement in writing
showing the payroll period covered, gross wages paid and al} deductions
from such wages. _
All required records shall be in the Eng!” languuge, properly dated,
showing monih, day, and year, and shai. se kept on file by the employer
for at least three years at the place of employment or af a central oca~
iton within the State of Califernia. Such records shall be available to
employees for inspection on request.

Ciocks shall be provided in all major work areas.

8.  CASH SHORTAGE AND BREAKAGE

No employer shall make any deduction from th2 wage or require any re-
fund of an employee for any cash shortage, breakage, or loss of equipment,
notwithstanding any confract or arrangement to the contrary, unless it can
be rhown that the shortage, breakage, or leus is caused by a dishonest or
willful act, or by the gross negligence of the employee.

*® % %
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State of California
Department of Industrial Relations
Division of Industrial Welfare

DIVISION POLICY ON DEDUCTIONS FOR MEALS UNDER
1968 INDUSTRIAL WELFARE COMMISSION ORDERS

The Division offices have received a large volume of questions on the use of meals as part of the
minimum wage under the 1968 Indusirial Welfare Commission Orders. The following questions
and answers point up typical preblems raised and the policy to be followed by the Division in
enforcement. As of February 1, 1968, rthe minimum wage is $1.65 per hour. Prior to this time
the minimum wage was $1.30 per hour.

1. QUESTION: What are the maxiimum amounts that can be deducted from the minimum
wage for meuals under the 19868 Orders after February 1, 19687

ANSWER: Breokfast - 5 .75
Lunch - 51.00
Dinner - 51,33

2, QUESTION.: Does ithe Order require the employer to deduct the value of meals from

the minimum wuge ?

ANSWER: No. It merely sets the maximum amounts which the employer may deduct
if he uses meals as part of the minimum wage,

3. QUESTION: Ca~ the employer use the Department of Employment minimum values for
me its furished which are consistent with the shift (Breakfast - 30¢;
Lunch ~ 45¢; Dinner - 70¢; Unidentifiable - 50¢) Tnstead of the maximum
values set by the Orders? ‘

ANSWER: Yes, if the employer wishes to pay a higher cash wege. The cash wage plus
the meat values must equal atf teast the minimum waoge of $1.65 per hour.

4. QUESTION: Can an employee work a split shift?

ANSWER: Yes, but the employee must be paid $1.65 per day ir addition fo the mini-
mum wage of $1.65 per hour for all hours of work and the spread of hours
(work time plus splif) cannot exceed 12 hours in cny one day.

5. QUESTION: What is 'consistent’ with the shift?

ANSWER: This provision involves both the kind of meal as well s the number of meals
and must be applied in re ution to the shift of the employee, bearing in mind
the usual custom of eating=~bredkfast ir the morning, lunch during the mid-
dle of the day, and dinner in the evening.

6. QUESTION: Can there ve an agutomatic deduction of $3.10 per day for meals from the
minimum wage ?

EMC ANSWER: No. Only meals actually furnished and which are consistent with the
/2L
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7.

0.

11.

QUESTION:

ANSWER:

GQUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

QUESTION:

ANSWER:

Lo 3 h P R L

employee's shift may be deducted. If for any reason a meal which the

employee would ordinarily expect is not available (e.g., kitchen closed
or not time off to eat), then no deduction may be made.

How many meals can be deducted in any shift?

As a 'rule of thumb' and in the absence of special circumstances, the fol-

lowing are examples of the number of meals consistent with the shift:
(See Question é.)

(1) Six~hour shift or less - one meal.
(2) Oversix hours - two meals.
(3)  Split shift involving a span of 10 hours or more = three meals.

In ali instances, the meals claimed must be available.
What if more meals are actually furnished?

Where it con be established that the employee did in fact as a general
practice eat more meals, the employer is entitied to a credit for the meals
actually furnished. In this case the employer must be able to substantiate
that the meals were eaten.

What if an employee occasionally fails to eaf a meal ?

Where an employee understands that meals are being furnished as part of
the minimum wage but elects on occasion-=for personal reasons--not to
eat a meal, the employee would have no claim under the orders for cash
in lieu of the meal not eateri. The employer is not entitled to a credit
where he knows in advance that the employee, for heaith reasons, will
not be eating employer-furnished meals.

Is there an 'unidentifiable' meal under the Qrders?

No. Where, however, it is difficult to establish what meal is eaten, it
may be evoluatcd as a lunch.

How much can a *limited menu house' deduct for meals from the minimum
wage ?

No more than $1.00 (lunch value) per day. A meal is defined as ap ade-
quate, well-balanced serving of a variety of wholesome, nutritious food.
Employees in places such as pizza parlors, tace houses, waffle shops, and
hot dog and hamburger stands eat some food, but the variety and balance
are limited

R o B L R h L R R R L R R L R T r g R g R S L R L Rt L]

(continued)
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The following chart illustrates the cash required to meet the minimum wage when meal values
are used as part of the minimum wage.

CASH AMOUNTS REQUIRED TO MEET THE MINIMUM WAGE WHEN MEAL VALUE: ARE USED

Minimum Wage 2/1/68

8-Hour Shift @ $1.65 $13.20
With Breakfast @ .75 12.45
Lunch @ 1.0C 12.20
Dinner @ 1.35 11.85

With Two Meals
B&L @ 1.75 17.45
L&D @ 2.35 10.85
B&D @ 2.10 11.10

8-Hour Split Shift @ 1.65 14,85

With Breakfast @ .75 14.10
Lunch @ 1.00 12,85
Dinner @ 1.35 +3.50

With Two Meals
B&L @ 1.75 13,10

L&D 2.35 12,50

®

B&D @ 2.10 12.75

With Three Meals @ 3.10 11.75

/24
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January 17, 1968

Depariment of Industrial Relations
DIVISION OF INDUSTRIAL WELFARE

Administrative Office
455 Golden Gate Avenue
San Francisco 94102
Telephone: 557-1977

USE OF TIPS AS PART OF THE MINIMUM WAGE

A tipped employee is a woman or a minor who is engaged in an occupation in which
the employce customarily and regularly receives more than $20 per month in gratuities.

Maximum allowance that may be used as a tip alfowance against wage cannot exceed
20¢ per hour worked.

A month can be any recurring 30-day period.
The person may be employed full time or part time to ::-* %y as a tipped employea.

As in the case of using meals as part of th: minimum wage, the amount of credit teken
because of tips must be left to the ~x:zrmination of an employer. However, such
credits, whether for mea’s or .-, ure subject fo review by the Division of Industricl
Welfare. If it can be shown that the amount of gratuities used as a minimum wage
credit is more than the actua! gratuities received, an employer will be requested to
make an adjustment fo the minimum wage.

A person working less than 30 days because of starting or terminating during the month
can qualify as a tipped employee if the total tips received for the period is af a rate
in excess of $20 a month. For example:

(1) If an employee receives tips equal to $4.62 or more during any one
week, the employee would qualify as a tipped employee and a credit
could be teken against the minimum wage.

(2) An employec working 8 hours per day, 5 days per week, and receives
tips amounting to $5 for the weel ($52 40 = 12-1/2¢)--12-1/2¢ per
hour work could bz used as a credit against the minimum wage of $1.65.

(3) An employee working B hours par day, 6 days per week, and receives
tips amounting to $9.60 for the - 'sek ($9.60 + 48 = 20¢ per hour)--20¢
per hour may be usad for credit against the minimum wege of $1.65.

)  An employee working 6 days per week and receives tips amounting to
$11.00 for the week ($11.00 + 48 = 22-9/10¢)~-only 20¢ per hour
worked can be used for credit against the minimum wage.

1258
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(5) A minimum wage, port-time employee, who works 6 days o week, 4
hours each day, and receives $7.20 in tips ($7.20%24 D¢ per hour)--
only 20¢ an hour may be used as a credit against the minimum v-oge of
this employee.
7. Oniy tips which are actually received by on employee free from any control by the
employer cun be cour.ted as a minimur. wage cre-'t. Allowance can be claimed -
tips which «-e pooled but only for *he omount the . mployee rctains. Mandatory
service charges udded to the customer', bitl are notr _onsidered tips. -
3. " ords for tipped employees:
{a} A record of tre weekly or monthly amount of tips reported to the employer
by the employes must be mcintained.
;) Payroll records must reflect the amount ¢ "ips claimed as part ot the mini, m
woge for each employee in euch pay per
(¢} lrerize. statement fur.ished to eacn employee at time of payment must show
the wmount of tir+ laimed as o credit ag-inst the minimum woge.
fach employ 2r using tips as part of 'e minimum wage is sobject to the tipping s
"« contained in Labor Code Sectior 351.
L SRR
LCM-FTH

August, 1972
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ADDEeNDUM
fo

WAGE AND HOUR RECULATIONS

Per Mr. Don Averill, Coordinator of Career Education at Huntington Beach and farmerly
President of CAWEE:

Legally, a minor may work 48 hours a week, with no more than 8 hours in a period of 24
and with one day of rest. [Assembly Bill No. 2134, Chaptered as 1317]

So far as the schools are concerned, it is felt that no student except a special case should
be working that many hours and still going to school,

SUGGESTION:

Students not on ', rk Experience may work as many as 32 hours
per week, which would mean they could work 4 hours per day
during school days, plus 8 hours on Saturday and 8 hours on
Sunday, if they have one day off during the week.

4x4=16
2x8=16
32 Total Hours

Those students on Work Experience can work as much as 6 hours
per day during school days and 8 hours per day on Scturday and
8 hours on Sunday, which means that they can work up to 40
hours per week by having a day off during the schoo! week.

4x6=24
2x8=16
40 Total Hours -

DA-FTH
9/11/72
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CHECK LIST TWO

Check List Two was developed to assure that special education stu-
dents receive continued training, to assure them success on their current
job, as well as to continue training for full-time employment when they
graduate from high school.

Materials included on the checklist are listed on the following
pages. Some of the materials suggested for related instruction are in-
cluded in éarlier sections of this manual. Most of the evaluation forms

~and other clerical and processing information is already included in

the Fullerton Union High School District's Career Placemsnt Aide Manual

for special education.

Examples of the Learning Activity Packages developed by a District

work experience team are included in the manual and have been used suc-
cessfully by the special education teachers as guides to related instruction

activities.

Q (/;28)




Special Education Work Experience
CHECK LIST TWO
Activities Studentis Must Bé‘ih¥olved In After Job Placement

Date

I. Placement on Job
A, Work Experience -~ Paper work to.be completed by aide

II. Evaluation
A. Weekly Progress Reports

_ B, Coordinator Visitations

C. Employer Evaluation

D. Work Experience Grades & Units

ITI. Related Instructions
A, Classroom instruction related to job requirements
1. Games ~ "Career Decision', '""Tell It Like It Is"
2. Counseling - Problem Solving
3. LAPS (DIMC)
» Filmstrips

L
5, Guest Speaker
6. TField Trips

7

» Book Activities Related to Succeeding in the World
of Work

B. Advanced Specific Traning for Career Job Choice
1. ROP
2. Trade School

3, Video Tape

4., DVR

5. Industrial Arts Vocational

6. Mock Ups ‘ ‘

IV. Evaluation for Possible Other Career Choices

A. Begin at appropriate point on Checklist One or Two

e~ 129




RELATED INSTRUCTION

Students participating in all work experience education programs must

participate in a regular group related instructional program. It shall be

. left to the discretion of the individual high school administrators and
work experience teacher/coordinators to determine their own methodology
within the guidelines set forth herein.

Philosophy--Related instruction will help the student develop skills,
knowledge, and attitudes relative to the world of work. The related
instruct’on class provides an essential link between student and the teacher/
coordinator and thus provides more assurance of an effective work experience
program.

Regular--''Regularly scheduled" shali mean a minimm average of once a
week for a period of not less than 20 consecutive mimnutes, It is highly
recommended that meetings occur with more frequency and longevity, however,
the primary determining factor should be the needs of the students involved.

Group--""Group instruction' shall mean the student will meet with other
students enrolled in the program or in a curriculum class directly related to
the work station at which the student is assigned.

Related--"Related"; shall mean directly applicable to the world of work.
This may include the teaching of specific skills, i.e., the operation lof a
cash register, or general activities such as interviewing techniques, or
how to utilize the local Human Resources Development services.

Format--The format used in reléted instruction may vary broadly,l however,
each method will be conducted under the supervision of certificated persommel.
Approaches such as outside speakers, learning activity packages, mock inter-

views, audio visual aids and field trips are acceptable. Emphasis should be

Q




placed on the needs of the students and the relevancy to the various work
experience stations involved.

Scheduling--Meeting times and places will be scheduled and announced
in advance;, However, meetinps may be held before, during, or after school,
on or off campus. |

Attendance--Related instruction meetings are mandatory for all students
receiving credit for work experience education. Failure to attend will

result in reduction in credit, lowering of grade, or removal from program.




